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Abdulmatin
Abdulmatin.115130@2freemail.com  


Accountant / Senior Accountant
Seeking a challenging opportunity in the industry for personal and professional growth


PROFILE
· An accounting professional with over 6.5 years of experience in corporate accounting and finance management along with providing excellent service support in accounts and business administration.
· Currently working as a General Accountant at Waves Investment & Properties LLC.
· Demonstrated capability to conduct quantitative analysis of program costs, planning and coordinating cost estimates as well as performing analyses of budget requests.

· Well versed with finance and accounting processes including book keeping, and fund management, financial planning, auditing, and MIS.
· Evaluating internal control systems with exposure of recommending necessary suggestions to improve internal controls of clients.


CORE COMPETENCIES

Finance Management ( Accounting Operations ( Payable / Receivables ( Bank Reconciliations ( General Accounting ( Customer Service ( Time Management ( Financial Analysis ( Training & Development


PROFESSIONAL EXPERIENCE
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INVESTMENTS &
PROPERTIES (L.L.c)



                                                        Dec 2015 to till date

GENERAL ACCOUNTANT

Reporting To: Senior Accountant / VP Finance
· Responsible for Maintenance of complete Books of accounts. Financial reporting, General Ledger reconciliation,        Receipts, Payments, Deposits, journal vouchers, Purchase invoices, Debit notes and Credit notes
· Facilitate and complete monthly closing procedures Depreciation, WIP Provision, Rent provision, complete all AP transaction, Reviewing prepayments report prepaid expenses checking and calculation, Accruals review,
· Preparing & Analysis of the Financial Statements on monthly basis and reporting the financial position to management
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Life. Simplified.



                                                                      Apr 2012 TO Nov 2015
Receivable Accountant 
Reporting To: Finance Manager/ Chief Accountant
· Managing the finance functions & determining financial, designing & implementing systems/procedures to facilitate internal financial control while dealing with customers’ accounts from different parts of GCC.
· Supervising and managing accounting operation while ensuring integrity of accounting data, timely closing of accounts in spectrum and implementing effective internal controls and policies.

· Responsible for managing accounting entries for posting into the general ledgers, journals and other vital accounting documents for easy retrieval either in a computerize or manual filing system.
· Managing and maintaining day-to-day accounting up to finalization of balance sheets after making all adjustments, liaison with all relevant departments, preparing MIS report on monthly basis.
· Examining & evaluating financial systems, management procedures and internal controls to ensure that records are accurate & controls are adequate to safeguard against fraud / misrepresentations.
· Administering maintenance of books of accounts, inclusive of P&L account, balance sheet and trial balance with the finalization of year end accounts, preparing sales reports and sending to the Management on daily basis.
· Maintaining registers on debtors, creditors and expenses sheets as well as other statements for analysis of the profitability position, performing reconciliation of bank statement, invoices, payables and receivable.
· Responsible for Preparing Customers Statement of Account and providing timely delivery to avoid delay in collection of money along with verifying, processing invoices and coding payment documents.

· Preparing debtors analysis, collecting and verifying all cash & cheque deposits transactions done within the day and monitoring all vendor payment in order to mitigate overdue payment.

· Overseeing fixed assets reconciliation and checking accuracy of depreciation, handling Cash flow and Fund flow Management and preparing monthly management reports. 
· Handling the fixed assets register of the company and responsible for physical existence and location changes of the entire assets while ensuring optimal utilization of the same.
AL JALBAB ABAYT TRADING LLC, SHARJAH
    JAN 2011 - Mar 2012
General Accountant
Reporting To: Head of Department (Business)
· Managed overall functions including receiving, analyzing and recording invoices and arranged payments, matched invoices with Purchase order and Delivery order.

· Steered efforts for preparation of MIS report for expenses, sales, and vendor’s payment and verified bills along with preparation of weekly payment list.
· Processed payments for the invoices according to payment terms and credit limits analyzed and posted debit notes and credit notes & reconciliation of supplier A/C.

· Prepared bank reconciliation statement and petty cash book along with preparation of vouchers on daily basis and keeping the books up-to-date.

· Managed verification of cash while depositing the cash & cheque, collected on a daily basis and prepared and processed monthly payroll.

IBM Daksh Business Process Services -Bangalore
AUG 2009 - Dec 2010
Accounts Payable - Finance & Accounts Delivery Executive
Client: Home Dept
Region: USA

Reporting To: Team Leader
· Responsible for issuing travel allowances card of employees and receiving and verifying invoices and requisitions for goods and services along with maintaining listing of accounts payable.
· Responsible for all Accounts Payable invoices like Purchase Orders, Non Purchase orders.
· Prepared reconciliations of vendor statements, research and made corrections of discrepancies while preparing monthly and daily reports as directed on timely basis.

· Interacted with customer and supplier through telephones and e-mails and reviewed documents for errors and evaluate potential frauds.

· Responsible for queries received from client via email and maintained high level of work ethics with regards to the rules and regulations.

· Monitored the Key performance indicators on a regular basis with overall daily account management, financial operational and control activities of the company.


EDUCATION/ CERTIFICATIONS
· Master of Business Administration (Finance), Visveswariah Technological University Belgaum, Karnataka, 2009
· Bachelor of Commerce, Karnataka University, Dharwad, 2007
· Technical Skills: MS Office Suite (Outlook, Word, PowerPoint), Windows; XP, Tally ERP 9, Visacc 


