SALMAN 
SALMAN.49065@2freemail.com 

Objective :
To obtain a suitable position in Accounts and Finance and, where I can apply my skills efficiently & accomplish the needs of organization, highly motivating & enterprising, capable of independent handling, ability to meet deadlines, versatile & can adopt to changes.
Educational Qualification :

	University
	Aligarh Muslim University
	Bachelor of Commerce

	Faculty
	Faculty of Commerce
	1994


Additional Qualification :

	Operating System
	 MS Windows 

	Microsoft Office
	Word , Excel, Power point

	Accounting Software
	Epicor (ERP) , Peachtree, Dac Easy, Tally, E.X. (NG) 

	Diploma 
	Diploma in Computer Application


Working Experience :

Universal Group of Companies – Abu Dhabi

Designation : Accountant General 

Time duration:  March 2006   - Till date
Job Responsibilities: 

· Coordinating With All Braches in Dubai, Al Ain, Mussafah, Mina Zayed, Abu Dhabi Show Room  for Receivable & Payable follow-up, Invoices & tallying accounts.
· Following up Receivables and Payables with Customers and Vendors.
· Preparation of Invoices, Debit Notes, Credit Notes and Monthly Statements.
· Writing Books of Accounts – Petty Cash Book, Bank Books, Sales and Purchase Registers and General Ledgers.
· Preparation of Bank Reconciliation, Handling Payrolls.
· Finalization of Accounts up to Balance Sheet.
· Controlling customer purchase orders .
SMC Networks Corporation – Middle East

Designation : Accountant General 

Time duration:  November 2003   - March 2006
Job Responsibilities: 

· Daily coordinating Singapore Head Office for Payable follow-up, purchase & Back order follow-up, Invoices & tallying accounts.
· Weekly sending Sales Report to Singapore HQ.
· Handling Cash, Petty Cash, Cheques etc.
· Following up Receivables and Payables with Customers and Vendors.
· Interacting with Customers like Techdata , Alpha Data, Mindware
· Preparation of Invoices, Debit Notes, Credit Notes and Monthly Statements.
· Writing Books of Accounts – Petty Cash Book, Bank Books, Sales & Purchase Registers & General Ledgers.
· Preparation of Bank Reconciliation, Handling Payrolls, Collecting Bills from the Customers.
· Finalization of Accounts up to Balance Sheet.
· Inventory controlling (Warehouse Management)
· Handling logistics (Handling outgoing shipments & coordinating with customers, following with vendors for incoming shipments and providing stock status to sales team) 
· Controlling customer purchase orders and maintaining Back Orders.
· Jabel Ali Custom & Documentation 
Arabian Falcon Group for General Trading, Abu Dhabi

Designation :
Accountant General 

Time duration:  August 2001  - November 2003

Job Responsibilities:
· Every day provide to report to Finance Controller
· Handling Cash, Petty Cash, Cheques etc.
· Following up Receivables and Payables with Customers and Vendors. Writing Books of Accounts, Preparation Invoices and so on.
· Finalization of Accounts up to Balance Sheet.
Al Rajeeb Transport Establishment, Abu Dhabi

Designation : Accountant General 
Time duration:  February 2000 – August 2001

Job Responsibilities
· Every day coordinate with drivers
· Handling Cash, Petty Cash, Cheques etc.
· Following up Receivables and Payables with Customers and Vendors. Writing Books of Accounts, Preparation Invoices and so on.
· Finalization of Accounts up to Balance Sheet.
Modern Lock Manufacturing Company, Aligarh , India

Time duration:  May 1998 – January 2000

Ancillary Engineering Works, Industrial Estate, Aligarh , India

Time duration:  August 1994 – December 1997
Lanquages :

	Languages
	English , Hindi and Urdu


Personal Details :

	Date of Birth
	24th August, 1970

	Nationality
	Indian

	Marital Status
	Married

	Visa Status
	Resident

	Driving License
	Valid U.A.E. Driving License
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