







Date:  05.07.2017
Place: Dubai, UAE     



Total experience 7.6 Year in Finance & Accounts with multiple companies:





Company Name	:  ALI BADI ELECTRONICS LLC, Dubai


Sector			:  Import/ Export of Electronics Goods, 


Designation		:   Tax Accounting Clerk 


Duration		:  1st October 2016 to Onward 


Job Location		:   Dubai, U.A.E.


Job Responsibilities	:   Voucher entry, Billing & Invoice, General ledger, A/c Receivable & A/c Payable,  


                                        Bank reconciliation, MIS to management, Document Policies & Procedures, 


                                        Maintain Inventory & Warehouse In/Out, Manage Petty Cash, R/P Statement, 


                                        Prepare Budget, Compliance with monthly reporting. Manage year end audit 


                                        process. Preparation of Balance Sheet. Assist in Office administration and 


                                        Operation.


Company Name	: ACCSL INDIA PVT. LTD. (JKV Group)


DESIGNATION	:  Manager (Accounts) 


DURATION		:  June 2012 to Sept. 2016


SECTOR                       :  Real Estate/Construction


LOCATION		:  Delhi, India 


JOB RESPONSIBILITIES:


Handling accounting operations, Finalization of accounts monthly, quarterly, and annual books of accounts.


Manage accounts Payable & Accounts Receivable. Check the Invoice and memos.


Taking care of TDS, VAT, and Service Tax.  


Book keeping and updating records on daily and weekly basis including ledgers. 


Measuring all financial operations including financial statements.


Maintaining petty cash and Monitoring cash to avoid unnecessary expenses.


Maintains accounting controls by preparing and recommending policies and procedures.


Guides accounting clerical staff by coordinating activities and answering questions


Assisted in identifying various risks and errors in accounts. Branch Audit.


Contributes to team effort by accomplishing related results as needed


Assist and co ordination with HR, EDP & operation department when required.


Achievements:


Ensured compliance with relevant laws, regulations, and rules.


Reviewed management reports. 


Discussed internal control weaknesses and other findings with clients.


Focused on working of audit quality control.


Performed operational and compliance audits under special assignment.


Performed test of controls, analytical review, substantive testing of transactions and balances.


Key Skill:


Accounts payable & receivable management 


Preparing Financial Status Reports


VAT, Legal Compliance 


Managing billings and collections


Excellent interpersonal skill


Reporting Research Results

















PROFESSIONAL EXPERIENCE








  iii) PACL INDIA LIMITED (Pearls Group)


  DESIGNATION	: Branch Accountant (Executive)


  DURATION		: August 2009 to May 2012


  LOCATION		: Delhi/Ghazipur


  SECTOR                 :  Real Estate/ Construction


    JOB RESPONSIBILITIES:


Handling overall branch accounting, files & records.


Prepare daily transaction sheet and bank transaction report and send to Finance department.


Responsible for TDS & Service Tax, and various applicable rate & taxes.


Prepare MIS and other reports (daily, weekly & Monthly basis) and submitting the same to higher management


Prepare Bank reconciliation statement. Manage Receivable and Payable account.


Manage Petty Cash. Physical Stock verification.


Fund maintenance and transfer to head office account and other branch accounts according to requirement.


Managing the whole administration work of branch.








iv) Hindustan Fireworks


      DESIGNATION	: Accountant


      DURATION	: March 2004 - June 2007


      LOCATION	: Varanasi, India


      SECTOR             :  Wholesale & Retails


    JOB RESPONSBILITIES:


To maintain all accounts and ledger on Tally ERP


Maintaining cash book and bank book as per bank statement


Prepare MIS report, Maintain inventory register.


Prepare bank reconciliation statement.


Maintaining account receivable, Receipt & Payment ledger.


Preparation of Cash and receivable forecast on monthly basis.


Value Added Tax: Preparation and filing of VAT/CST return on monthly basis & ensure timely monthly Payment of output VAT / CST.








  Professional Qualification:


            Master of Business Administration (MBA) in Finance from Saroj Institute of Technology & Management,  


            Lucknow affiliated form Uttar Pradesh Technical University, Lucknow, India in 2007-2009.








  Academic Qualification:


            Master of Commerce (M. Com.) from Mahatma Gandhi Kashi Vidyapith, Varanasi, India


            Bachelor of Commerce (B. Com.) from Mahatma Gandhi Kashi Vidyapith, Varanasi, India


            Intermediate in Commerce from Allahabad, U.P. Board.


            High School in Commerce from Allahabad, U.P. Board.














      
















































































































































































































































































  Hindustan Fireworks





  DESIGNATION: Accountant


  DURATION       : March 2005 - June 2007


  LOCATION       : Varanasi


  


  JOB RESPONSBILITIES:





To maintain all accounts and ledger


Maintaining cash book and bank book as per bank statement


Prepare Balance sheet, Trading and profit & Loss a/c.


Prepare MIS report, Maintain inventory register.


Prepare Balance Sheet, Profit & Loss A/c & Trading A/c


prepare bank reconciliation statement.


Maintaining Debtors, Creditors, Receipt & Payment ledger.


Ensure timely application of cash and TDS in AR system.


Preparation of Cash and receivable forecast on monthly basis.


Value Added Tax: Preparation and filing of VAT/CST return on monthly basis & ensure timely monthly Payment of output VAT / CST.











PROFESSIONAL EXPERIENCE








Computer ability








MS-Office (MS-Word, MS-Excel, MS-Power Point)


Outlook, Email & Internet.


Tally, ERP Accounting software 








Have a good communication skills & willing to share information & contribute my best effort to insure the achievement of team objectives.


Ability to control and supervise the persons.


Goal analytical skill and self confidence.


Honesty and interpersonal relationship skill.


Ability to work in teams in any work environment.








 Personal Traits








     


    Father’s Name	: Syed 


    Date of Birth	: 15.08.1984


    Marital Status	: Single


    Nationality		: Indian
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