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Sheikh
Sheikh.92969@2freemail.com  
Personal Profile:
Date & place of Birth 
:
Feni 01.02.1973, Bangladesh

Nationality 


: 
Bangladesh

Marital Status


:
Married

Visa Status


:
Employment (Transferable)
Language Skill 

: 
Bangla Native language, English Reading

Writing and Speaking, Arabic Reading Writing,

Hindi & Urdu Speaking.

Career Objectives:  With an experience of over 11+ years in the diversified domains covering Accounts, Finance and Auditing, I am confident to join an organization that can reap benefits from my proven skills and expertise. Ready to accept any challenging job matching my profile.

Education: 

Masters of Commerce (M-com) from National University, Gazipur Bangladesh Major in Management 2nd class.

Bachelor of Commerce with Hon’s (B.com Hon’s) from Dhaka University, Dhaka Bangladesh Major in Management 2nd class.
Area of Experience:

· Ability to prepared basic accounting and posting of transactions. 

· Ability to good understanding and knowledge of financial management and systems.

· Ability to checked and verifies all kinds of bill voucher, & report.  

· Ability to prepare all kinds of reports including stock reports. 

· Ability to coordinate with all concerned of government authorities, customs, Vat, NBR, Bank and financial institution.
· Ability to maintained fixed assets management

· Ability to maintained vehicles management.

· Ability to maintained staff personal file including leave & overtime  
· Good understanding and knowledge of financial management and systems.

· Self-motivated and positive attitude.

· Verbal and written English Hindi/Urdu communication skills. 

· Capable to solve problem 

· Timely processing of transactions/submission of reports. 

· Strict Implementation of Internal controls, policies and procedures. 
· Ability to work independently.  

Computer Competency:

· Proficient in using computerized accounting software tally &   Peachtree.

· Microsoft Word, Excel, Power Point & lotus Notes.

Training Summary 

1 year basic computer Training from Micro computer net work Dhaka Bangladesh.

2 weeks Office Management Course from Bangladesh institute of Management (BIM) Dhaka Bangladesh.

1 week   Accounts and Management Training from South Asia Partnership (SAP) & CIDA Dhaka Bangladesh.

Employment History

Accounts Manager
Akij Group of Companies FZC
Ajman Free Zone, Ajman, UAE
Phone: 067408410
From March- 2008 to date

Responsibilities as an Accounts Manager:
· Developing and implementing policies and procedures for all admin procedures.

· Updating and maintenance of all personnel records.

· Handling the database of employees.

· Briefing all staff about the daily business and doing the follow up.

· Controlling all staff according to the company policies.

· Shipment Planning.

· Follow up for payments, enquiry log and job tracking.

· Retail Program Designing.
· Recommending development strategies for the assigned region.          
· Import Documentation, Shipping line selection & C &F Agent Selection.
· Preparing Monthly and periodically import report.
· Analyze import cost and profitability.
· Order Procurement from particulars whole seller and supermarkets.
Team Assistant (Short Term) 

World Bank Dhaka office (UPI NO-188580)

From June 2007 to February- 2007

During the short term period worked with World Bank Dhaka office, social development & environment team under:

Majors Duty:

1 To carry on assigned officers SDE, including organizing and maintaining records, contact with the Govt., preparing correspondence and reports, assistance for visiting missions of WBOD.

2 Conducts meeting schedule with ministries/ Department/NGO’s/partners for visiting mission of WBOD.

3 To ensure all kinds of letter /Fax sending concerned ministries/ Department timely.

4 To Ensures the office filing systems and records are properly maintained IRIS & PDTS system.

5 To Ensures all the incoming mails/ Letter are, properly distributed and brought to the attention of concerned staff, and that outgoing mails/faxes are delivered on time.

6 Assists in the organize of WBOD seminars/workshops. 

7 To follow up Visiting Mission Track Sheet.

8 To follow all kinds of incoming WBOD mail and answer timely.

Manager Accounts/Admin (From 15th June 2005 to May- 2008)

Aquarians Group (Garments, Buying House, Agro base   Industries)

House # 115, Eastern Lane # 06 

New DOHS, Mohakhali, Dhaka-1216

Major duties:
· Reporting ultimately to the Managing Director and supervising a team of group of company all client management accounting service, including quality management accounting service, clear communication, credit control and regulatory reports.

· Instrumental in developing business plans to client’s satisfaction within Service standard.

· Computerized the accounting system replacing ledger.

· Checked and verify all kinds of Vander/ invoice, procurements issue.

· Delivered Management accounts Board of director and investment report, tax, and VAT regulatory returns strict deadlines.

· Up-to-date on solvency requirement, general compliance issues, accounting for protected cell companies, money laundering issues, governance code.

· To maintain staff personal files and Administrative issues. Conducts internal audit, Organize and coordinates External audit, review/ analysis audit report. Prepare Action plan Implement and follow-up the same of Further improvement

Audit Assistant (From May-2000 to 30th April-2005)

15/A Purana   Paltan (1stFloor) Dhaka-1000.

SHAHA & COMPANY

Chartered Accountants Firm

Responsible for conduct, supervise, organize and finalize audit of different organization. Prepared all kinds of audit report according to audit Bangladesh standard act. Participated in audit conferences. Analyze information, business processes and new systems. Assisted in the assessment and management of business and risk, made recommendations on improving internal controls and provided bottom-line oriented solutions. Devising forms & procedure and dealing with income tax VAT & company legal matter. 

Accounts Executive/Admin (From 1st October 98- to 30th March-2000.)
NAYAN ACTION FOUNDATION (NAF) NGO

Child labor elimination projects funded by ILO/IPEC, CIDA, SCFS. 

House # 706, Road # 11, Baitul Aman Housing Adabor,

Dhaka, Bangladesh.

Major duties:
· Supervise, manage and train 20-person office staff 

· Prepare for meetings and correspond with group member representatives on upcoming meetings 

· Prepare correspondences, document invoices, including receipts & payment accounts. 

· Maintain in-office calendar and training calendar, keeping track of schedules/appointments.

· Received cash and check receipts, maintained ledger book and  record of bank deposits.

· Wrote and distributed employee and contractor payments.

· Organized materials for various training sessions, registered participants, prepared room and organized catering.

· Prepared monthly quarterly accounts statements and submit donor agencies.

Accountant
Jatiyo Tarun Sanga (JTS) NGO (From 1st March 1997 to 30th September-1998)

Rural Service Delivery Partnership (RSDP) project funded by USAID. 

College Road, Singir, Manikgong, Bangladesh.

· Prepared cash and ledger book

· Prepared all kinds of vouchers with supporting documents.

· Maintain stock register, fixed assets register, employees attendance register and required registers;

· Prepared fund requisitions and submit donor agencies.

· Prepared monthly financial statement and submit donor agencies,


Skill office equipments:

· To operate computer windows all version.

· To operate MS word, Excel, Power Point & lotus Notes.

· To operate telephone PABX, Fax, Photo Copper & digital Scanner.

I certify that the Resume made by me in all information are true, complete and correct to the best of my knowledge and belief.  

�








PAGE  
4

