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 MANSOOR
Mansoor.152280@2freemail.com 
CURRICULAM VITAE                
_______________________________________________________
Career Objective:
Technically skilled accounts Payroll, receivable and payable specialist responsible for processing Payroll. Excellent attention to detail coupled with strong organizational skills ensures a streamlined and efficient payment process. Proven ability to maintain precise records and proficient in a number of accounting applications. A hard worker with strong vendor relations and communication skills.
Work Experience: 12Years  Bahrain & UAE  (I can join immediately)
In UAE: 3Years (Payroll Officer, Payable/Receivable Accountant)
Currently working in Trust House General Trading Co. LLC as a Payroll  Officer, Receivable/Payable Accountant.
In Bahrain from 2003 May to 2012                                                     

Worked in Tabet Enterprises W.L.L. Contracting Co. Bahrain (Head Office: Lebanon) as a Payable/Payroll Accountant, Personal Coordinator/Time Keeping, Purchasing Coordinator.(Amwaj Island Infrastructure Project, Gulf Air Simulator Training Center, Ain Adhari National Park, Jasra Substation Project, Riffa Views Project & Bahrain Bay Project) Kingdom of Bahrain

Qualification:
B.com (Bachelor of Commerce)
Payroll in Microsoft Access & Excel.
Diploma in Practical Accounting (Computerized & Manual).

(Accounts knowledge in Trading Co., Non-trading Co., Manufacturing Co. & Contracting Company.)

Certificate in Tally ERP(Foreign & Indian Accounting).

Pre-Degree(Accountancy,Commerce,Book keeping, Correspondence)
S S L C (Secondary School Leaving Certificate)

Language Known:
English, Hindi, Malayalam, Tamil
Responsibilities
Payroll Accountant

Knowledge about UAE labor law and WPS system.

Dealing with bank related salary wps and accounting purposes.

Processed monthly payrolls (more than 600 Employees), vacation payouts and payroll adjustments for all senior staffs and site workers.
Reconciled payroll benefits and resolved any discrepancies.

Coordinating with HR and Admin department for the salaries and payroll related matter.

Preparing Payroll, Pay slips, Timesheet, Absent report & Sick leave report

Checking Time Cards/Punching reports. Calculating Overtime and absent days.

Updating Employees new hiring and salary changes.

Collecting the list of  allowances, advances, deductions, penalties and bonus to do with payroll.

Making Pay slips, Time sheets, Allowances and deduction list to check for the manager.

Streamlined internal process for reviewing and posting all timesheets and related payroll entries.   
Issuing Cheques and preparing payments for salaries.

Reviewed and maintained Paid Leave and Vacation accrued hours for all employees.
 In Personal/Payable/Receivable Department.
Responsibilities:

Making Annual leave & final settlement.

Doing all the personal details in Excel.

Dealing with all employees for personal purposes.

Making all the reports and submitting to our Finance & Administration Manger.

Preparing the Invoices for the customers as per the Po and Delivery.

Dealing with the customers by phone and email for the payment and related issues.

Reminding and following for the payments to the customers until clear the outstanding without any issues.

Arranging monthly statements and sending to the customers for the payment and reconciliation.

Entering all the daily transactions(Receipts, Payments &  journal) in to Accounting software up to Trial Balance.

Receive, Prepare and scan vendor invoices and process invoice for payment.

Assist vendors with questions concerning payments, non-payments or late payments on accounts.

Processed and researched vendor invoices.

Prepared checks by ensuring proper support is attached for review.

Reconciled monthly corporate statement to support documentation and managed to resolve any discrepancies on a timely basis.

Processed accounts payable and expenses reports in accordance with established policies and procedures.

Excellent ability to verify the accuracy and completeness of vendor’s original invoices.

Review for Invoices for accuracy and match with correct purchase order and delivery notes.

Preparing all the schedules for Auditing purposes.

Dealing with Auditors and providing all ledgers & other documents.
Doing Bank reconciliation and confirming the bank balance.
Making Provision for Leave salary, Ticket & indemnity.
Handling Petty cash and clearing the settlement.

Distributing salary for company employees.

Making stock balance report and managing the inventory.
Skills:
Computer, MS Office.,Internet, Tally & PIMS (Accounting software from Lebanon)
