ZAIN
ZAIN.147928@2freemail.com 

Summary:

ACCA student, recent BBA graduate with Accounts and Finance major seeking to build a career in accountancy/finance within a leading and highly progressive organization. Excellent academic record with internships and training in accounting. Highly motivated and hardworking individual, with very good communication and interpersonal skills.
Personal Details:

Date of Birth:
30 March 1991

Nationality:
Indian

Gender:
Male

Education:

Association of Chartered Certified Accountants (ACCA)

Currently pursuing the ACCA qualification
Completed four out of 14 papers
Symbiosis International University 


Pune, India

Bachelor of Business Administration 


June 2008 – March 2011

Specialized in Accounts and Finance

CGPA - 3.5
The Indian High School 




Dubai, U.A.E




CBSE Grade 12 Result – 81.4%



April 1994 – March 2008

Internships:
Damco Logistics LLC




Dubai, UAE
(Part of the A. P. Moller-Maersk Group)


August 2011-January 2012
Finance & HR Assistant




April 2012
· Preparing the weekly MEA outstanding report for the top management
· Reconciliation of USD, KWD and JOD bank accounts
· Reconciliation of Purchase Orders with shipping invoices
· Uploading and downloading reports from accounting software DB2RRIS
· Completed learning management courses of FACT
· Passing bank account entries in DB2RRIS
· Updating estimates for ocean import, ocean export, land side services and supply chain management jobs in DB2RRIS
· Preparing accruals of income, cost and gross margin by downloading reports from DB2RRIS and exporting and formatting the data in MS-Excel
· Updating parts of month-end reports in the central financial management system
· Performing miscellaneous tasks like creation of debtor and supplier codes 
· Entering data and scores of candidates who came for testing
· Handling and coordinating the visa and labor card processing for employees of the company
World Food Programme




Dubai, UAE

Administrative Assistant




April 2010 – May 2010

· Retrieved archived files from the warehouse and scanned documents for disposal of files.

· Updated records of travel expense claims of employees.

· Worked on sorting, labeling and archiving of files.
· Filed various documents in their respective files.
· Updated stock details of stationery items, promotional and visibility items from the respective lockers.
Planning & Construction Management


Dubai, UAE
Accounts and Administrative Assistant


April 2009 – May 2009                                                                                                                                       

· Prepared various policies for the organization.

· Designed templates for documents.

· Reconciled project expenses with company records.

· Prepared project wise summaries for various projects and agencies.

· Prepared contract summaries for contract payments and filing of documents.

International Chemical Specialties



JAFZA, UAE

Trainee Accountant





July 2007 - August 2007

· Reconciled accounts of suppliers, banks and accrued costs.

· Prepared reports of different accounts.

Computer Skills:

Tally 9, Peachtree, MS-Office (Proficient in MS-Excel), HTML, Dreamweaver
Languages:

English and Hindi

Achievements:

· Completed the Advanced Excel and Peachtree course at Oscar Institute

· Completed the IFRS workshop held at SCMS (UG).
· Secured 3rd place in Ikhtashaf 2004 (essay competition)

· Secured a Platinum Scholarship in NIIT (National Institute of Information Technology)

Extracurricular Activities:

· Taken part in Model United Nations Conference of SCMS (UG).
· Boy Scout rendering voluntary services.

· Part of Aga Khan Band playing flute or drum on Terry Fox Run every year.

Interests:

Travelling, Reading, Computing, Playing Cricket and Football
