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To use my skills and expertise in a corporate environment to contribute in the areas of Accounting, HR & Administration creatively, while grabbing ample opportunities to learn and enrich my competence and to be seen my abilities and skills have been contributed meaningfully to achieve the right consensus.
MUJEEB 
Email:
mujeeb.383152@2freemail.com 
Educational Background
Master of Business Administration:  MK University
Bachelor of Commerce:
Calicut University
Personal Details
Date of Birth:
07- 04 -1983
Nationality:
Indian
Gender:
Male
Religion:
Islam Marital Status:
Married
Languages Known
English, Hindi, Malayalam, Tamil
Passport, Visa & Driving License
Date of Expiry:
25-07-2023 Visa:
Visit Visa
Driving License:
UAE License                      
Personal Strengths & Skills
   Self-Confident & Self-Motivated
   Ability to work under pressure
   Industrious and Quick Learner
   Team Management Skills
   Good Interpersonal skills
   Analytical Ability & Creative Thinking
   Good communication skills
   Expertise in Letter Drafting
   Proficient in Pivot Table & Excel Functions  
   Decision Making & Problem Solving Skills
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· Detail-Oriented, Efficient and Organized professional with extensive knowledge in Accounts, Finance & HR.
· Holder of Valid UAE Driving License.
· Hands-on experience of Financial and Accounting 

Softwares (Tally, Sage, SAP FICO, QuickBooks, Peachtree).
· Holder of Master’s Degree in Business Administration

· Knowledge of VAT implementation & Tax Filing in UAE. 
· Experience of Life Insurance and Mutual fund marketing.
EXPERIENCE CHRONICLE
1) LifeWorks Personal Development Training,                  Dubai

Company Profile: Training & Coaching for personal growth 

Designation:  Senior Accountant cum HR Administrator
Period:
May 2016 – Feb 2018
Accounting Responsibilities:
· Analyzing & Summarizing Financial Information
· Finalization of Accounts & Financial Projections
· Payroll Preparation as per WPS requirements.
· Reconciliation of Bank Accounts & Other Ledgers.
· Prepares Cash Flow, Income Statement & Balance Sheet.
· Submitting various reports such as working capital Schedule, Expenses Analysis, Payment schedule, Monthly Budget etc.
· Prepares schedules of Aging of Accounts Receivables & Payables & Depreciation
· Executes All Banking Transactions in the most efficient manner.
· Executes Month-end & Year-End Closing Process.
· Develop accounting policies to maintain internal control.
     HR Responsibilities:

· Prepares End of Service Calculations & keeping Employee Records
· Administering new employment assessments
· Processing Payroll ensuring vacation & Sick leaves are tracked

· Serving as a point person for all employee questions

· Updating & Maintaining employee benefits, employment status & Similar records

· Performing file audits to ensure that all employee documentation is collected & maintained

· Completing termination paper works & assisting exit procedures

2)                   AL MAZAYA LUBRICANTS & OIL INDUSTRIES. LLC                              SHARJAH, UAE                   
                        Company Profile: Import and Export of Petroleum Products 
                      Designation:   Accountant

                      Period:           April 2014 – April 2016
Job Responsibilities:
· Preparation of Accounts up to Finalization & Assemble data for financial projections.

· Payroll preparation & processing as per WPS requirements.

· Reconciliation of Bank Accounts & Financial Statement Analysis.

· Maintains and balances subsidiary accounts by verifying, allocating, posting, reconciling transactions; resolving discrepancies.

· Prepares Cash Flow Statements, Profit & Loss Account & Balance Sheet.

· Informs to the management by submitting various reports such as working capital Schedule, Expenses Analysis, Payment schedule, Monthly Budget Analysis etc.

· Prepares Inventory Reports, Depreciation schedule, Aging Schedules of Accounts Payables & Accounts Receivables.

· Prepares Quotations, LPO, Invoices & Indemnity Letter etc., and documents for Delivery Order, ED Passing, and Customs clearing.

· Prepares invoices, Payment & Receipt Vouchers, & Writes cheques for party payments
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           Company Profile:  Ship Chartering, Commercial Ship Managers, Traders & Marine Brokers
  Designation: 

Assistant Accountant
           Period: 

Nov 2008 – Nov 2013
Job Responsibilities:
· Preparing & Balancing of Accounts by verifying, analyzing & reconciling transactions.
· Recording of Day to day transaction including Payments, Receipts, Journal, P.D.C Issue & Receipts.
· Recording the transactions to Purchase & Sales Registers through maintaining subsidiary ledgers.
· Preparing Owners’ Equity Account, Loans, Staff Advance, and Payables & Provisions Account.
· Maintaining pre-paid schedules, Accrued expenses schedules & Working Capital Schedule.
· Prepare Final Accounts, Trial Balance & Bank Reconciliation.
· Verification of Accounts Payables & Receivables by verifying subsidiary ledgers.
· Preparation of Quotations, LPOs, and Commercial Invoices & Shipping related documents.
· Liaison with the bank to get L/C on time & perform all other Bank Transactions efficiently.

Accounting Packages
: SAP FICO, Quick Books, SAGE 50, Tally ERP, Peachtree
DCFM
: Diploma in Computerized Financial Management
MS-Office
: Word, Excel, PowerPoint, Access, Outlook

· Marketing of Life Insurance products as part-time
· Marketing of Mutual fund schemes as part-time
· Project Report: “A Study on Retail Management and Retail Mall Management in India” as a partial
Fulfillment of MBA.
· Playing Chess

· Reading Self-help Books

· Watching Football & Movies

· Puzzle Solving 
· Internet Browsing

· Listening to Music
References:
References would be furnished upon request.

I do hereby certify that the above given details are true and correct to the best of my knowledge and belief.
MUJEEB 
CURRICULUM VITAE
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3)	TRANS   GLOBAL TECHNICAL SHIPPING   LLC	SHARJAH
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