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     WASEEM
(( waseem.228238@2freemail.com 
WASEEM.


          CAREER OBJECTIVE:
Looking for a career oriented job in a reputed organization, where long term career opportunities are obtainable to utilize best of my potential and capabilities. I am seeking a Challenging Job, which would permit me to use my Skills to further increase my acumen in return for sincerity & hard work.
SKILLS______________________________________________________________
· Accounting software (Tally ERP9).
· Microsoft office. 
· Adobe Photoshop.
Education  qualification _________________________________________
OSMANIA UNIVERSITY- HYDERABAD, ANDHRA PRADESH (India)
M.B.A (FINANCE & MARKETING) Year ‘2014 - (first division with distinction)
OSMANIA UNIVERSITY- HYDERABAD, ANDHRA PRADESH (India)                    
BACHELOR OF COMMERCE (GENERAL) Year ‘2012 ( First dividision)
Gowtham Jr Collage– HYDERABAD, ANDHRA PRADESH (India)
BOARD OF INTERMEDIATE (M.P.C) Year ‘2009 ( second division)
Secondary School of Education – HYDERABAD, ANDHRA PRADESH (India)

S.S.C Year ‘2007  (Second division)
STRENGTHS_______________________________________________________
· Zeal to learn new thing.
· Good communication skills and dynamic in nature.
· Dedication towards work till task is accomplished. 
· Maintaining very good & helpful behavior & a very good team player.
· Always listen first. Before talking.
· Time management & Strong Analytical Skills.
Work Areas of Excellent______________________________________________
Working As a  Accountant / Coordinator In Deyaar  Facilities Management , Dubai Since  Jan 2017
1. Making Monthly AMC Reports of Each Buildings.

2. Submitting Monthly AMC Invoices to Clients.

3. Submitting On Call Invoices to OAM and PM Dept.

4. Requesting a DFM Invoices for Clients to Our A/c Dept. 

5. Having the name and contact number of all staff working in the particular department.

6. Make sure every department staff in the office knows their role.

7. Interacts with all teams Technicians for any problem. 

8. receiving Passport of All Technicians and Sended to HR

9. Scheduling and Planning of Annual Leave of All Technicians.

10. Dealing and  Interact with Technicians on behalf of HR.

11.Handling Stationery and Grocery items

12.Requesting Stationery items for Our Zone to Procurement Dept.

13. Sub-contractor Invoices Receiving and checking work done or Not.

14. Subcontractor Invoices Submitting of Our A/c Dept for Releasing a Payment.

15. Some time Making Quotation for One Time Job.

16. Submitting All documents to Procurement Team to Issue LPO

17.Following Procurement Team to Issue LPO to Sub-contractor

18. Interacts with All Technicians resolving day to day maintenance problems. 

19. Coordinates security systems and/or safety programs.

20.  Assists in the implementation of inventory system for equipment and supplies.  

21. Maintaining daily attendance record  for all Technicians of Our Zone.

22. Submitting monthly attendance record of all Technicians of Our Zone  to HR department .

23. All Admin Work is doing.  

24. To comply with ISO 9001, ISO 14001, AND OHSAS 18001 Policies and Procedures.

25.To Stop any unsafe act evidenced and report to the line managers/management.

26. To Report any Environmental issues / Spill / Pollution to the line managers / Management. 
Working As a Accountant In AL SHAFQ TOURISM LLC In Diera, Dubai Since 03 Jan 2015 to 31 Dec 2016
· Making Invoices

· Issuing Reciepts And Making Payments to Suppliers


· Maintaining Daily Reports of Sales Report, Cash Flow Statement To Manager

· Manages general ledger accounting for ASI 
· Processes weekly accounts payable 

· Manages accounts receivable and billing 

· Prepared monthly bank reconciliation and weekly cash flow reporting 

· Prepares monthly financial statements including Profit and Loss Statement and Balance Sheet
· Responsible to Maintain a good customer Relationship
· Making of Visa and Travel Desk Reports for Profit
SHIV SIVAA ENTERPRISES (Family Mall)     (AUG 2010 TO NOV 2014)
PROFESSIONAL EXPERIENCE_____________________________________________________________
	SHIV SIVAA ENTERPRISES (Family Mall)  WORKED  AS  A  ADMINISTRATOR / ACCOUNTANT
                                                                                                            (AUG 2010 TO NOV 2014)   
( Designation : Administrator work  ( Aug 2010 To March 2011)  (during studies)
( Designation : Accountant                 (  April 2011 To Nov 2014  ) 
  


(DUTIES RESPONSIBILITY  
     ( ACCOUNTANT
· Maintain accounts in (TALLY ERP SOFTWARE).

· Prepare financial statements and reports for clients or company management. 
· Performing balancing functions, entering cash and making journal entries.

· Maintain Inventory Control analysis.

· Calculate VAT & C.S.T details in Excel sheet.

· Preparing monthly bank reconciliation statement.

· Preparing worksheet bank statement, credit card sales details in M.S Excel.

· Ordering for requirement of enterprises.

· Vendor Invoice checking as per order and there submission for Account booking.

· Arranging supplier balances as per account.

· Making payments to concern party on account.

· Preparing supplier payment letters in M.S Word.

· Helping in finalization of accounting, monthly Trial Balance, Profit and Loss A/c and Cash Flow Statement
   (ADMINISTRATOR WORK  
· Vendor Invoice checking as per order and there submission for Account book
· Preparing Stock Statements
· Preparing barcode sheet  for all items
· Every supplier ledger proper check every day 
· Preparing worksheet supplier ledger details in M.S Excel
· Preparing  supplier  cheques  as per outstanding balances
· Preparing supplier payment letters in M.S Word
· Preparing worksheet bank statement, creditcard sales details in M.S Excel
· Preparing monthly bank reconciliation statement.
	


   (ACHIEVEMENTS / ACCOMPLISHMENTS
1. Revamped the accounting system, which ended up in increased efficiency in handling accounting controls
2. Reduced paperwork 90% by converting all accounting procedures to an electronic form
3. Increased accounting department’s efficiency by 50% through rigorous training of accounting staff
4. Stayed within budget for petty cash disbursement for 5 years
5. Reconciled a complex financial statement within 5 hours, which had been stuck in limbo for 6 months
6. Designed a complex online accounting system which increased efficiency by 50% owing to easy access from all off-state offices
7. Implemented corrective measures for ensuring that minor accounting discrepancies do not transpire.
8. I got UAE Driving License.
(WHY YOU HIRE ME
1. I think that my experience in the Facility Management  industry and my ability to work autonomously make me a good match for this position
2. I have the savvy, experience, and superior communication ability to be an asset to your company.
3. Your company provides many services that I have had experience with, in a variety of capacities. [MEP Facilities]. I believe that my familiarity with the industry would make me a good fit for this position
Personal Profile


·  Date of birth             :  26/11/1991
·  Nationality               :  Indian
·  Religion                    :  Islam
·  Marital Status           :  Single
·  Hobbies                     :  listening music, playing game
·  Language known      :  English, Urdu, Hindi. 
·  Dubai License No     : 

I hereby declare that the above-mentioned information is correct to the best of my knowledge and belief. If given an opportunity in your esteemed organization I will put in my very best efforts to prove my abilities.
                                                                                                                                                         Signature
                                                                                                                             

Waseem 
