Altaf.191990@2freemail.com 
CAREER OBJECTIVE:
To join a team of professionals in a dynamic organization looking for qualified and experienced personnel to respond its environment profitably and where I can have opportunity for professional as well as personal development. 
CAREER SUMMARY:

I possess degree of B.Com (Accounting & Finance) with Fourteen years of experience in both Servicing as well as trading organization. Skilled in Accounts Payable/ Receivable Management. Financial Reporting and Reconciliation of the Banks and Making adjustments & corrections in financial records. Expert in using Tally and MS Office (MS excel, Ms Word).50 wpm speed in typing.

· Accounts payables and Receivables Management.
· Day to day Cash flows management.
· Reconciliations, Adjustments, and Corrections of Accounts.

· Preparation of financial Statements.
PROFESSIONAL WORK EXPERIENCE: 

Organization:


Diva Modeling and Events
Industry:                                               Modeling and Events Management
Tenure:

                                October 2014 – August 2016.
Designations:


Senior Accountant 
Responsibilities:




· Preparing and communicating funds allocation report to higher management.

· Preparation and Analysis of system generated vendors/Customers aging report.

· Coordinating with collection and sales-support department for collection from customers.

· Verification & booking of A/P & A/R Invoices.

· Verification of cash/ bank payments and receipts vouchers regarding documentary evidences.
· Verification of day to day cash transactions and cash book.

· Reconciliation of bank statements & creating SAP-BI BRS Report on monthly basis.

· Monthly reconciliation with suppliers & customers.

· Projection of expenses on monthly basis using moving averages technique.

· Maintaining records of company’s fixed assets.

· Preparation and Analysis of Financial Statements (Income & Expense statement, Cash flows Statement, Balance sheet)              
· Maintaining accounts with respect to leasing of fixed assets.

· Recording of adjusting entries for outstanding expenses, Petty Cash and Depreciation etc.

· Coordinating with external auditor for annual audit.

· Consulting SOP’s with management for better operations in accounts & finance department.
· Preparation of monthly sales performance report of Sales Individuals.

Organization:

            Vahedna Trading Co.LLC.

Industry:                                               FMCG.       


Tenure:



February 2002– September 2014

Designations:


Senior Accountant


Responsibilities:




· Preparation and Processing of Monthly payroll sheet as per UAE Labour Law. 

· Day to day funds management.
· Monthly reconciliation and Verification of Stock.
· Coordination with banks for financing.

· Recording transactions relating to lease of assets.
· Preparation of Monthly Customer and Vendor Aging report.
· Coordination with sales team regarding collection of receivables.
· Verification of Cash book on weekly basis.
· Reconciliation of Banks, Customers and Vendors Account.

· Preparation and Analysis of Financial Statements.

· Supervision of Accounts Team.
· Ensuring financial records are maintained in compliance with recognized accounting principles.

Organization:


HDFC BANK

Tenure:



October 2014 – December 2014 (12 weeks)

Designations:


Internee

Focused Areas:

         
 Responsibilities:

· Recording of cash receipts and payments.

· Documentary evidence management.

· Customer relationship management.


ACADEMIC QUALIFICATION:


YEAR


EXAMINING BODY:

B.Com.


Mumbai University, Mumbai. 1999

COMPUTER KNOWLEDGE:
· MS Office:                                
(MS Word, MS Excel, MS Power point)
· SAP B 1 (9.1):                           
(Financial, Banking, Sales, Purchases) Modules
· Tally ERP 9:
             

(Well Trained)

         TRAININGS & WORKSHOPS:

            Tally ERP 9 Training – Tally Graduation Mumbai


6 Weeks training from Tally Graduation Mumbai in managing quantitative financial information of an organization through Tally ERP 9
            PERSONAL INFORMATION:

Date of Birth

:
June 28, 1978.
Marital Status

:
Married.
Religion                                 :               Islam.
Language                               :              English/Urdu/Hindi.
Nationality                            :              Indian
Expiry Date

:
17th December 2017.

