ABDUL 
Mob No : C/o 0504973598  Email: abdul.46966@2freemail.com 
Objective :(  Senior Post in Finance and Accounts.)
A position in Accounts / Finance / Office Administration or in Logistics with a well known establishment. 

PROFILE IN – BRIEF
Having 15 years experience in Accounts / Administration & Logistics in KSA, Doha,UAE & Oman &Sri Lanka. 

· Experience in Budgeting / Planning / Costing / Cash Flow / LC, etc 

· Can do Accounts up to Finalization & all Accounts related matters 

· Well experienced in Import / Export / Warehousing / Freight Forwarding & Customs. 

· Experienced in Friendly, Sociable with pleasing manners & excellent in Customer Service 

· Having excellent Administrative skills & strong sense of responsibility 

· Excellent command over English Language & expert in Self – correspondence 

· Tactful and excellent in Public Relation & Office Administration 

· Experience in MS Office & Accounting Packages, Sage Line 50,Wange & Fidelio 

QUALIFICATIONS.
· The Chartered Institute of Management Accountant (UK)  ( INTER) EMPLOYMENT DETAILS 

June2006-Till Date ; as Chief Accountant in FMCG Co in MUSCAT

Oct 2004 – May 2006: as a Chief Accountant in Maritime Shipping & Logistic ( Pvt ) Ltd.                 (SriLanka) 

July 2003 – Sep 2004: as a Chief Accountant in Al – Zayani & Co., ( Dubai UAE ) 

Jan 1999 – Oct 2002:as an Internal Auditor in O.T. David & Co, Chartered Accountant (Srilanka)
Jul 1995 – Jul 1998:as a Project Accountant in Darwish Engineering & Contracting                 Company (Qatar)  

Jun 1991 – Feb 1995: as an Accountant in Tamami Group (KSA)           

Mar 1987 – Apr 1991: Ginza Garments (Sri Lanka) As an Accountant. 

NATURE OF JOBS DONE
As A Finance and Administration Manager: 

· Computer Accounting up to Finalization and Monthly & Yearly Trial Balance 

· Independent handling of all stock inventory and Costing and Pricing of Import Goods 

· Preparation of Imports / Exports & L/C Documents for Shipment 

· Maintain Books of Accounts, such as Debtors, Creditors, Payroll, PDC entry 

· Monitoring Payable & Receivable review and Finalize Monthly collection Reports 

· Assess collection credibility of Customer / Dealers & preparing MIS Reports 

· Maintaining Trail Balance and Profit & Loss Account / Payable & Receivable 

· Maintaining all Books of Accounts / Co-ordination and cleaning queries of Auditors.
· Monitoring Accountant and Subordinates functions as a daily basis.

· Monitoring Overall Financial Function of the Organisations.

· Maintaining inaddition to normal duty Owner Account.

Logistics / Administrative Functions:

· Handling Purchase / Warehouse maintenance and giving Stock Reports to HOD 

· Corresponding with overseas agent and with Air Freight Division Branches 

· Liaising with Clearing & Forwarding Agents, Customs, Central Excise 

· Booking space in Airlines as per Shippers choice, for Export Shipments 

· Given instruction for preparation of Pre-shipment & Post-Shipment Documents 

· Preparation of Quotation, Invoices, Purchase Orders, Accounts Statements etc 

· Attending Customer enquiries / Handling Self Correspondence & all Computer related jobs 

· Follow up of Managements decision / Preparation of Reports / Follow up of Outstanding Payments. 

As An Internal Auditor:

· Checking all the transactions are properly authorized, paid, received and Accounted in respective Accounting heads. 

· Finding out the weaknesses in the system and make suitable recommendation for the same. 

· Observing and monitoring Internal Control of the system 

· Reporting to the Management on the regular basis. 

PERSONAL DETAILS 

      Male / Date of Birth: 04th Oct 1966 / Married.

      Languages Known: English, Tamil, Sinhala, Arabic

Ameer
