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Mohammad 
Accounts & Finance Professional 
Apply for Accountant, Sr. Accountant
Email: mohammad.380447@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
	Profile Summary



India and Gulf experience professional seasoned with 7 & ½ year’s record of delivering key significant contributions towards companies’ continued business growth. Demonstrated competencies in various Accounts & Finance Management including but not limited to General Accounting, AR/AP, P&L statements, Cash Management, Tax Accounting, Maintenance of Book of Accounts, Balance Sheet, Reconciliation, Cost Control, Invoices, Fund Flow Management, Financial Report Preparation, MIS reporting, various Accounting Records and Client Relations; Carried out reviews on payroll, income, expenditure, fixed assets and stocks complying with audit standards and generally accepted accounting principles.
	SUMMARY OF KEY SKILLS AND EXPERIENCE


· 7 & 1/2 years of experience in Accounts & Finance in Gulf & India.
· Holds Master & Bachelor’s Degree in Finance Management from Sikkim Manipal & Magadh University, India.
· GST & VAT Preparation, e-filing & Return.
· Well experienced in computerized accounting environment (Tally ERP)
· Also, proficient in MS Office Applications Advance knowledge in Excel.
· Have detailed knowledge of accounting procedures, finance management, liaison with banks, develop & nurture client relations, & costing aspects.

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels. Strongly commercial with excellent communication and influencing skills.

· Possess excellent analytical, management, administration & problem-solving skills.

· Highly organized, ability to work under pressure in fast paced environment meeting deadlines successfully.

	WORK HISTORY (GULF & INDIA)


· Sr. Accountant, Al-Muhaidib Contracting Limited, Riyadh, K.S.A (Sep 2015 – Nov 2017)
· Sr. Accountant, Excel Books Private Limited.  Delhi, India (Jan 2012 – May 2015)
· Accounts Executive, Larsen & Toubro Limited, (ECC Construction Group) Delhi, India, (Apr 2010 – Dec 2011)
Sr. Accountant Job responsibility: 
· Report to Finance Manager & General Manager by preparing monthly financial performance statements.
· Monthly preparation of reconciliation statements (Debtors and Creditors)

· Manage the day to day financial transactions.

· Supervise the whole range of accounts Payable and Receivable.

· Check Monthly Bank Reconciliation Statements of all bank accounts.

· Supervise the Invoice Generation Operation & Credit Control.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis.

· Provide timely & Accurate Financial Information to the Management.

· Compile and analyze financial information to prepare entries to accounts, such as general Ledger accounts and document.

· Reviews, investigates, and corrects errors and inconsistencies in financial entries, documents, and reports.

· Prepare, examine, and analyze accounting records, financial statements.

· Establish tables of accounts, and assign entries to proper accounts.

· Documents financial transactions by entering account information.

· Prepares special financial reports by collecting, analyzing, and summarizing account information and trends.

· Negotiating business terms with clients and associated organizations.

· Controlling income and expenditure.

· Assisting senior in preparation of Financial statements (Balance sheet, profit and loss statement).
· Handing Petty Cash & Making Payment voucher & Receipt voucher.
· Monitor Payroll and Management Reporting Activity.

Accounts & Executive Job responsibility: 
· Request to vendors invoices contacting them and providing list of pending Invoice.
· Proceeding vendor invoices by checking, saving, posting and auditing prices.
· Coordinating with operations, vendors, commercial team regarding price audit.

· Disputing wrong charges and requesting supporting documents and follow up till matter solved
· Forwarding cleared invoices to billing team for charging clients and preparing payment orders.

· Coordinating with collection team for offsets.

· Sending the allocation details of our payment to vendors and requesting updated Statement of Accounts once finance team proceeds it.
· Checking vendor statement and coordinating with billing team for client disputes.
· Preparation & calculation of TDS deduction salary, Professional services. Preparation of Royalty sheet, which is payable to the Author after the deduction of appropriate TDS.
· VAT preparation & E-filing. 
· Making Branch Reconciliation & Bank Reconciliation.

· Stock Audit by Yearly.

· A/c Transaction Entry Purchase / Sale / Royalty & All Expenses.

· Making cheque & Payment voucher of Expenses. 

· Handing Petty Cash.

	PROFESSIONAL & EDUCATIONAL QUALIFICATION


· Master of Business Administration (MBA) in Finance from Sikkim Manipal University, India, in the year 2016.
· Bachelor in Commerce Accounts Graduate from Magadh University with First Class in the year 2011.

· Diploma in Computer Application from Lakhotia Certified by ISO 9001:2000 with proficiency in MS office-windows, MS word, MS Excel, MS PowerPoint, Accounting software like Tally ERP 9.0 & FoxPro.
· Diploma in Commercial Accounting from R.K Malhotra Institution, Delhi.
· Diploma in Typist, from Lucky Commercial Institute Certified by Limca Books of World record, Nawada, Bihar.
	TRANING & COMPUTER PROFICIENCY


· Accounting Packages: Tally ERP 9, FoxPro, CRM, SAP FI-CO 4.7, and Oracle.
· Packages: MS Office 
	PASSPORT DETAILS.


· PasspDate of Issue
:28th July 2010

· Date of Expiry
:
27th July 2020

· Place of Issue
:
Patna (Bihar)
	PERSONAL DOSSIER


Date of Birth

: 10th January 1991
State & Nationality
: Bihar, India.
Status


: Single
Language Known

: English, Hindi, Urdu, Arabic.
