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HASRAT

HASRAT.59804@2freemail.com 





BRIEF OVERVIEW




       


Over 7 ½ years of Experiences, Assistant Accountant cum computer operator, Assisting the Senior Accountant. Is Familiar with all Computerized Accounting Procedures, with Saleh Al-Mansoor Trad Est. in Al-Khobar, Saudi Arabia.

Over 1 ½ years Working in Al-Nasser Co. in Riyadh Saudi Arabia worked as an Account Clerk cum computer operator. 

Well Conversions with Windows 98, Xp. Ms Office, Excel, PowerPoint, Tally, D.T.P & Internet.

Peachtree accounting program, Posses ability to manage people. Possess Excellent Skills in communication coupled with strong problem solving abilities, Team Player.

EDUCATION:  Graduation (B.com) in the Year 1995, Calcutta University.

OTHER QUALIFICATION.

Completed Diploma in information processing.

Completed Diploma in Financial Accounting.

Completed Diploma in Data Entry and Billing information.

 Job Description

To handle payable, receivables and payroll related jobs and ensure that the same are completed in time. Reconciliation of cash, bank, credit card, sales, purchases etc. at the end of every month.

KEY PERFORMANCE AREAS:

1. Payroll

2. Sales

3. Invoice booking and payments

4. Receivables

5. Petty cash

6. Reconciliation

RECEIVABLES

Entering the wholesale transactions in APPS.

Depositing the amount received from the wholesale customers into bank and making receipt in APPS. Sending outstanding wholesale balance report to management on a timely basis.

Depositing any other receipts in bank and making entry for the same.

INVOICE BOOKING AND PAYMENTS

Checking of local purchase with GRN summary.

Reconcile the local purchase invoices with BOSS data and uploading the same in APPS.

Expense invoice checking with relevant supporting and booking in APPS.

Making payments to local suppliers and expense creditors in time.

Utility bills to be checked and paid before due date.

Checking and validation of RNA invoices.

Booking of import returns in APPS.

SALES

Sending Daily sales report to Management on a Day to day basis

Sending weekly sales report to Management.

Checking of the Daily Sales Report received from the stores and entering the details in the excel sheet. Checking for any shortage/ excess in the report with regard to cash, credit card, credit note, and gift vouchers. Issuing debit note to RNA based on the gift vouchers redeemed at Lifestyle stores as per the details available in the daily sales report.

Ensuring the receipt of proper supporting for any short/ additional banking made.

Entering the daily sales report data in APPS.

PETTY CASH

Checking and preparation of office petty cash vouchers.

Making payments from office petty cash as per the approval from the management.

Checking and preparation of shop petty cash vouchers.

Making entry for expenses incurred for shop petty cash and sending mail for short banking sales amount for the expenses approved by the management.

Making entry for the PRO petty cash expense and making payment in time.

Issuing IOU from office petty cash to meet expenses. The IOU is to be issued after taking the approval from the management and ensure that the IOU is settled in a day.

RECONCILIAITION

Sales Reconciliation- Reconcile the sales as per APPS with BOSS sales value on a monthly basis.

90000 series reconciliation- It is to be ensured that the 90000 series or the customer clearing account will have no balance at the end of every month.

GIT – Identifying the invoice for which GRN is not received.

Purchase reconciliation- Checking BOSS data with supplier wise invoices.

Credit card reconciliation- Monthly uploading of credit card entry.

Cash and Bank reconciliation.

PAYROLL

Processing monthly salary with proper documents and ensuring that the payment is made in time.

Handling personal files of all employees and keeping the same in safe custody.

Keeping track of the advance given to employees and ensuring the recovery of all advances

Preparing transfer letters as per the decision of the Management.

Processing leave application and final settlement of the employees.

Coordinating with the bank and the new employees for opening bank account for the latter.
SKILLS ATTRIBUTES.

Strategic planner.

Loyal of Management and Staff.

Focus of efficient office structure and in achieving results.

Capable of within budgetary restraints.

Language proficiency.

Well conversant with English, Hindi, Bengali & Arabic.

Worked as an Account Clerk cum computer operator in  
      Al-Nasser Company Riyadh, Saudi Arabia From 2005 to 2006.





    Worked as a Account clerk and computer operator in 

                                                         Bhimsain Hotel in Kolkata, India from 2003 to 2005.





    Worked as an Assistant Accountant cum computer operator  



    
     in Saleh Al-Mansoor Trad Est. In al-Khobar, Saudi Arabia 

                            
     From 1996 to 2003.

Interpersonal Skill:                   :   Hard Worker, Self Motivated, Work under Pressure.

Dated: _____________                                                               Signature______________

