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Masih 
Masih.68751@2freemail.com 
Objective:

Looking for a good and perspective career opening, which promotes my personal and professional growth and help me to contribute effectively for the growth of the organization, I spare no efforts in discharging the duties entrusted to me to the utmost satisfaction.
Synopsis:   
· Having 1 year of experience as Receivable Accountant in DUBAI, UAE      
·  Having 5 years of experience in Accounts & Administration in Saudi Arabia

·  Having 2 years of experience in Auditing, Accounts & Administration in India  

Professional Experience:

Date 



: April 23.07 to till date


Position in Company
: Receivable Accountant


Company Name 

: Fast Rent A Car






  Emirates National Group

Job Profile:

· Sustain of Ledgers, records of Vendors & Customers.

· Working on Payroll & arrangements of the most appropriate form of Salary & Bonus Payments
· Maintaining Books of Accounts & Preparing the financial reports like Monthly Pay Bills, Debit & Credit Analysis, Sale & Revenue Reports, Journal Entries, Trial Balance, Profit & loss Accounts, Balance Sheet.
· Invoices are issued promptly and controls are in place to ensure that billings are complete and accurate.

· Preparation of invoices in accordance with procedures.

· Maintaining appropriate documentation and records of authorization of credit invoices. 

· Prompt review of reports from the Financial Services Department on outstanding receivables; appropriate action on overdue accounts.

· Is responsible for following up on all unpaid invoices issued to all delinquent customers.

· To ensure that all transactions are completely and accurately recorded in the accounting system as the basis for effective reporting of financial results.

· Performs detailed checking of statements of account against departmental copies of invoices to ensure recoveries are completely and accurately recorded. Promptly follows up errors and omission

-------------------------------------------------------------------------------------------------------------------------

Date



: November 11, 2001 to September 2006
Position in Company
: Accountant

Company Name
: Al - Rassam Factory (for fire fighting Trucks &              Rescue)

Job Profile:

· Sustain of Ledgers, records of Vendors & Customers.
· Inventory Control, Warehouse Control & Purchase Orders.

· Regulation of Delivery and Issued goods from Warehouse & Production line.
· Cost Centre for the product under Production.
· Production Timming Control.
· Timekeeping & Controlling Procegress of Overtime.
· Working on Payroll & arrangements of the most appropriate form of Salary & Bonus Payments
· Maintaining Books of Accounts & Preparing the financial reports like Monthly Pay Bills, Debit & Credit Analysis, Sale & Revenue Reports, Journal Entries, Trial Balance, Profit & loss Accounts, Balance Sheet.
· Finalization of Accounts
Education Profile:

Degree         : Bachelor of Commerce ( B.Com) 
  Deemed University ( VMRF )

  India

          Attestation
: Indian Human Resources Development., Minister of External Affairs, UAE   Consulate, Verified by UAE Govt.
          Description     : Certified by Tally Accounting, have a vast experience in Accounting, 
  Inventory Schedule, Human Resources, as while studing use to work.

Personal Details:

Nationality     
:  India

Birth Date     

:  August 20. 1977
Gender    

:  Male

Marital Status 
:  Single



Religion

:  Islam

Job Catageroy
: Accountant , Adminstrative Assistant ,Office Co-ordinator,   Warehouse Controller,  Front Office Ext., Asstt. to Manager, Public Relations Officer, Telemarketing, Management Asst.

Computer Proficiency:

Advance Diploma in Computer Applications

Ms-Office, Ms-Projects, Accounting Packages & Internet.
Languages Known:

English, Arabic, Urdu and Hindi

Interest & Hobbies:

Meeting new people, Travelling, Cricket & Football.
