NAYEEM
Nayeem.145186@2freemail.com
Dear Prospective Employer,

My Experience in accounting spans nearly 7 years, with the Experience as a General Accountant in Present Organization the details of my responsibilities are outlined on my resume, what would like to convey here are underlying traits and abilities indicated through my background.

I am well –versed in a broad range of Accounting Functions. Through my experience in these activities, I am able to make quick, well formed decision as issues and problem arises. I am consistently seeking ways to improve process and operations .I maintains a clear focus on producing results.

My resume is enclosed to provide you with specific details concerning my background and qualifications. I would appreciate the opportunity for this position.

Thank you for your time and consideration. I look forward for your reply.

Best Regards,

	CURRICULUM VITAE

	NAYEEM
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Personal Data

Gender           : Male

Nationality      : Indian

Religion          : Islam

Marital Status : Marriage
Visa status     : Emp. Visa
Languages Known

· English
· Urdu
· Hindi

	CAREER OBJECTIVE 

Seeking the position as an Accountant where my extensive experience will be further developed and utilized. 

ACADEMIC CREDENTIALS 

· Bachelor of Commerce from Osmania University, Hyderabad - India. (2002-2005) – Attestation Done by U.A.E Embassy
PROFESSIONAL EXPERIENCE

General Accountant ( June-2005 to Till Date )
Best Choice Industries LLC – Manufacturing of Central A/c                                                        A                                              Air Outlets, Dubai – U.A.E.
Reporting to General Manager

Job Responsibilities
· Accounting up to Finalization.

· Performed Day to Day Maintenance of Accounts.

· Prepared BRS ( Bank Reconciliation Statement ) Report 
· Prepared Debtors Aging Analysis Report 
· Prepared Confidential Sales & Purchase Report monthly wise 

      For Presentation to management.
· Authorization of payment vouchers, administrative expenses, supplier’s invoices, handling and checking of sales commission.

· Managed accounts receivable, accounts payable and Inventory 

     Stock department.

· Coordinate monthly Payroll function for Staff & Factory Workers. 

· Prepared the Stock Issue Report
· Prepared Petty Cash Analysis.

· Prepared Cash Flow Statement.

· Prepared of Trial Balance every month ( Computerized &  Manual )

· Ratio Analysis

· Follow up debtors and collection of maximum outstanding/over due

· Coordinate with the Auditor for internal & external accounts.
· Administered online Banking Function.
Hyfab Industires Pvt. Ltd (Hyderabad, India) 

Worked as a Assistant Accountant  

(Mar-2002 TO Apr-2005)
Reporting to General Manager
Job Responsibilities
· Prepared annual company accounts and reports.

· Managed accounts payable, accounts receivable & payroll department. 

· Managed vendor accounts, generating weekly on demand cheques.

· Ensured compliance with accounting deadlines.

· Liaised with bankers, insurers and solicitors regarding financial transaction.

· Monitored and recorded company expenses.

· Maintain petty cash & prepare the petty cash analysis 
· Keeping Bank, Customers & Suppliers Correspondence
COMPUTER SKILLS
· MS Office ( Word , Excel , Access , Word Perfect , PowerPoint )

· Tally , Peachtree , Daceasy  ( Accounting Packages )

· Proficient in Octopus Accounting programming Software. 

· Communication, interpersonal & Organizational.

· Typing 65 wpm, Internet. 

· Internet Surfing Knowledge.
STRENGTHS
· Dedication to work and strive for goals in life.
· Flexible to work in different environments.

· Good oral, written communication and presentation skills.



