Muneer
Muneer.49920@2freemail.com   

Professional Summary:-

· 2yrs Experience in Account & Administration in India & 1yr Experience in Accounts in UAE.

· Proficient in Microsoft Office 2000, Windows 95/98/Ms-Dos/2000/XP/Access 97,Front Page 2000, Sql Server,Html,Dhtml,Java Script,Vb 6.0,Tally 5.4, 6.3, 7.2, Focus, Wings, Peachtree.

· Sound Knowledge of Oracle financial 11.8i Functional configuration (General Ledger  Accounts Payables Accounts Receivables Assets Management)

· Completed a Project of an International company of 1 month transaction in Financial Accounting which includes voucher preparation (journal voucher), Cash book, and ledgers, Bank Reconciliation Statements, Credit Card Statements, Payroll, Fixed Assets, Preparation of Trail Balance and Finalization of Accounts using Peachtree & M.S Office Excel.

· Experienced in administration / public relationship.

· Extensive knowledge of computerized book keeping and accounting principles. 

· Experienced in negotiation with banks for credit facilities.
Objective: 

To obtain a challenging and rewarding position to reach the Zenith in the field of accounting/finance where I can utilize my skills and abilities for organizational development. 

Professional Experience:



Worked in Accurate Management Services (U.A.E).
Accountant:






        Jun’06 to Till Date

Responsibilities:

· Maintain General Ledger Accounts of Account Receivables & Account Payables up to finalization.
· Pass day to day bank transactions (this includes Deposits of Cheques, Issue of Cheques etc,).

· Prepare the Monthly & Daily Sales Report & Municipality Tax Report.

· Handle Petty Cash Expenses Daily.

· Daily Reporting to MD

Worked in Chimanlal Suresh Kumar Tex Pvt Ltd.Hyderabad, AP, India.
Accountant






Nov-2005 to Apr-2006
Responsibilities:
· Maintain General Ledger Accounts of Account Receivables & Account Payables.
· Preparation of Monthly and Daily Report Sales Report on Financial.
·  Review and finalize monthly Collection Report Inventory management.
· Pass day to day bank transactions (this includes Deposits of Cheques, Issue of Cheques etc,).

· Daily Reporting to Chief Accountant.
Worked in S.K.JUNIOR & DEGREE COLLEGE. A.P, INDIA

Commerce Lecturer




Sept-2004 to Oct-2005
Responsibilities:
· Manage all the day today activities of the college and institute.

· Arrange all the classes on time table to other classes.

· Attending corresponding enquiries/handling correspondence & confidential documents

· Controlling the office assets. Provide needful support to other department.

· Generating of income summary to management for new ways of marketing. 

EDUCATION AND CREDENTIALS 

· Master of Business Administration (MBA) Finance – Osmania University, Hyderabad, A.P., INDIA. 

· Bachelor of Commerce (B.Com.,) – Osmania University, Hyderabad, A.P., INDIA
PROFESSIONAL TRAINING AND CERTFICATIONS.

Enterprise Resource Planning:
· ORACLE FINANCIALS - 11.8i – Infra Data, Hyderabad, A.P, INDIA.

· Diploma in Financial Accounting (Manual and Computerized). 
· Higher Diploma in Soft Engineering –Aptech Education-Hyderabad, A.P, INDIA. 

