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Career Objective
             To  work  in  a  competitive  environment  and  to  obtain  an  interesting  and

      challenging  position  that  will  allow  me  use  the  strong  problem  solving  and

      communication  skills, which  I  have  gained  from  my  diverse  studies  and  seek 

      Employment with a well-established corporation.



Experience

Aswaq Al Durrah                                                                                                 Nov’15 to Till date
Accountant                                                                                                         Abha, Saudi Arabia
Company Profile:-

Durrah Est is a group which has super markets, Spare parts, Fuel Transportation and Tourism business in Abha and others parts of the South Saudi.
Job Responsibilities:-

Accountant:

· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.
· Report to management regarding the finances of establishment.
· Establish tables of accounts, and assign entries to proper accounts.
· Develop, maintain, and analyze budgets, preparing periodic reports that compare budgeted costs to actual costs.
· Ensuring all the invoices are accountant in the books on timely basis. 

· Reconciling Suppliers statement of account on monthly basis and making payments as per company’s policies.

· Provide internal and external auditing services for businesses and individuals.
· Prepares asset, liability, and capital account entries by compiling and analyzing account information.

· Documents financial transactions by entering account information.

· Recommends financial actions by analyzing accounting options.

· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.

· Substantiates financial transactions by auditing documents.

· Maintains accounting controls by preparing and recommending policies and procedures.

· Guides accounting clerical staff by coordinating activities and answering questions.

· Reconciles financial discrepancies by collecting and analyzing account information.

· Secures financial information by completing data base backups.

· Maintains financial security by following internal controls.

· Prepares payments by verifying documentation, and requesting disbursements.

· Answers accounting procedure questions by researching and interpreting accounting policy and regulations.

· Complies with federal, state, and local financial legal requirements by studying existing and new legislation, enforcing adherence to requirements, and advising management on needed actions.

· Prepares special financial reports by collecting, analyzing, and summarizing account information and trends.

· Maintains customer confidence and protects operations by keeping financial information confidential.

Purchase officer:
· Gives order to the company from the program ASWAQ used by the Company.
· Maintained records of purchases and sales.
· Coordinated with suppliers to ensure that goods are delivered on-time.

· Negotiated price and terms with suppliers.

· Inspected goods for any defects and missing parts.

· Recommended improvements to purchasing procedures for operational efficiency.

· Performed purchase operations within the assigned budget.
· Received Local Purchase Material Request (LPMR) from requestors as per specifications.
· Sourced, selected and negotiated for the best purchase package in terms of quality, price, terms, deliveries and services with the supplier.
· Devised quotations, sent inquiry, received incoming and outgoing calls as well as fax and emails from the suppliers.
· Prepared purchase requisition and local purchase order for all departments and branches.
· Encoded local purchase order number and purchase requisition with vendors.
· Applied reference in LPMR and attached it with quotations.
· Dispatched/received all local purchase order to/from concerned authority.
· Prepared copies and faxed all local purchase orders to suppliers, stores, workshops and branches.
· Encoded all reference of purchase requisition and local purchase order number, requisition number, vendors’ names and date and accordingly forwarded necessary documents to accounts department for payment processing.
· Coordinated with suppliers to ensure on-time delivery and receipt of invoices and delivery notes from them.
· Attached invoices and delivery notes to local purchase ordered as well as checked the details of materials delivered.
· Encoded invoices and delivery note numbers, dates and total value of invoices for Material Received Reports (MRR).
· Received MRR documents, verified numbers/dates and prepared list of documents to be sent to the accounting department.
· Executed and monitored all regular purchasing duties, including verifying petty cash fund and filing as well as securing confidential files of the company.
Warehouse Manager:

· Checking of the transfers from warehouse to the branches on daily basis, and see whether all the transactions which were made is entered correctly or not.

· Maintain stock control systems for accuracy and future planning of storage capacity.

· Supervise inventory management and control processes including stocking ordering and re-ordering and order fulfilment.

· Improve operational efficiency across warehouse processes maintaining budgetary goals and company objectives.

· Looking at the stock available in the warehouse on monthly basis with relates to stock available in the warehouse and in computer.

· Transfer the stock to all the branches with relates to the order received.

Shye Constructions                                                                      Nov’11 to Nov’15
Accountant                                                                                  Hyderabad, India
Company Profile:-

Shye Constructions are the independent developers for the constructions of commercial apartments and independent houses, they are dealing in the Government projects and they do the consultancy for the planning and structuring of the apartments
Job Responsibilities:-

· Preparation of Final Accounts on the yearly basis.

· Accounting all receipts into books and banking into proper account.

· Responsible for maintaining books of accounts for the company.

· Monthly Bank reconciliation statements.
· Ensuring all the invoices are accountant in the books on timely basis. 

· Reconciling Suppliers statement of account on monthly basis and making payments as per company’s policies.
Rozmin Ajani, Chartered Accountant Firm                                   Jan’08 to Oct’11
Audit Officer                                                                                Hyderabad, India
Rozmin Ajani is a Chartered Accountant and Management Accountant from the Institute of Chartered Accountants of India, working solely in the development sector. The firm focuses on audit, systems development and documentation, consultancies, financial and management advice, training and capacity building in the development sector organizations, while taking into consideration the governance and management structures of voluntary organizations. It is committed to the ethos of voluntary action and has a holistic approach. It has specialist knowledge and skills, which are shared with clients through team working, structured training, workshops, publications, seminars, advice and support.
Job Responsibilities:-

· Undertake the audits of the Non Government Organizations (NGO’s) like Tata Trust, Plan International, India, HLFPPT, Lepra Society and other donor agencies.
· Preparation of Final accounts of the organizations with their books of accounts.
· Preparation of Receipts and Payments and Income and expenditure statements of the organizations.

· Finalizing the Balance sheet of the organizations on yearly basis.
· Maintenance and Verification of Account Payables & Account Receivables Related to Invoice.
· Monitoring the Accounts Payables & receivable for the organizations.
· Preparation of Audit reports on yearly basis for the organizations.


Educational Profile
· Master of Business Administration (MBA) with Major as  Finance & Minor as Marketing from 
     Osmania University.

· Bachelor of Commerce. (B.Com) from Osmania University


Technical Skills

· Accounting Packages (Tally ERP, Quick Books, Peachtree, Focus & Wings).

· Operating systems Ms-Dos, Windows-98, Xp-2000, and Vista Version.
· Proficient in the use of: MS-Office (Word/Excel/PowerPoint/Outlook) and Internet



Project Worked

· Pursued a Project entitled “Inventory Management” from Prabhavathi Enterprises, Hyderabad in MBA for 45 days.



Personal Profile

Language Known
:   English, Hindi and Urdu. 

Date of Birth
:   01-07-1984.
Marital Status
:   Married 
Nationality
:   Indian

Joining Date                       :    Immediate
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