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     CURRICULLUM VITAE
Visa status: Visit Visa

Objective
  Looking forward for a challenging position to cover wide range of responsibilities in the field of Accounts where in my knowledge, skills are enhanced & appreciated and experience can be utilized in the development of the organization

Key Skill

· Experience in Accounting/Finance, Data processing/Back office Operations, (Experienced  4 Years in Accounting/Finance). 
· Proficiency in computer skills on MS Excel (V-lookup, H-Lookup, Pivot table, Graph charts, IF Conditions, Validation rules, Text to Columns, Sorting etc.), Mail merge.

Educational Qualifications     : Bachelor of Commerce from Osmania University, Hyderabad, India.
Computer Skills

   : Diploma in Computer Applications,  Ms-office,
                                                           Windows 98,2000, 03,07 & 08, Ms-Excel, Word, Access, Power point,
       Outlook, Internet etc.
Accounting Packages

   : Tally (ERP), Focus (ERP), Wings, Peachtree,
UAE EXPERIENCE(Above 2 years)

I. 1. Worked as an Accountant with Al Shaija Group of Companies, Dubai, UAE   since Dec 2012.
Responsibilities

Maintaining accounts of Al Shaija Group of companies, Dubai.
· To prepare, examine, and analyze accounting records, financial statements and reports to assess accuracy and finalizing the accounts 

· Coordinate & provide support for All Accounting Activities for the Company

· Manage day to day financial transaction of the company..

· Maintain book of accounts in computerized environment.

· Reconciliation of Bank accounts and other parties’ accounts viz.; debtors, creditors & loan parties

· Prepare Monthly Sales man wise Report.

· Preparation of Payroll and WPS

· Checking Utility Payment like Electricity & Water, Telephone & Internet Bill and Making Payment

· Follow up with accounts receivable and Preparation of Cheques

· Preparation of Statement of Account fully reconciled & Supported with relevant and original and supported documents. 

· Handling Banking Transactions

· Maintain Stock Ledger and Supervised Inventory Control.

· Secure Financial Information by completing data backup every day

· Ensure reconciliation of all sub ledger & general ledger in performed on regular basis

· Ensure General Ledger entries are accurate and are in line with Company Procedures 

· Provide Financial Information to Management for decision making & planning new strategies.

· Maintaining Record of Receivables & Payables

· Preparation of monthly financial reports
· Maintaining Fixed Asset Register.

· Finalization of Accounts including Trial Balance, P&L A/c & Balance Sheets

2.   Worked as Accountant with Shiv Garments, Hyderabad, India. April. 2010– Nov2012 
 Responsibilities
· Prepares and records asset, liability, revenue, and expenses entries by compiling and analyzing account information

· Prepare day to day bank and cash transaction.
· Prepare Regular Reports & Summaries of Accounting Activities.
· Managing the invoice generation operation & Credit Control.
· Prepare Debtor’s list & constantly follow up payments.
· Verify regular Transactions & Report Irregularities to management
· Maintain and balances subsidiary accounts by verifying, allocating, posting, reconciling transactions;
· Maintains general ledger by transferring subsidiary accounts; preparing a trial balance; reconciling entries
· Checking of monthly attendance & Calculation of over time,
· Preparation of staff salaries. 
· Follow up Receivables
· Reconciliation of Bank Statement
· Handle accounts up to finalization and Prepare Yearly Profit & Loss & Balance Sheet
Personal Information
Gender 


 : 
Male

Religion

 :
Islam
Marital Status

 :
Un Married 

Nationality

 :
Indian

Languages known
 : 
English, Hindi, Urdu & Telugu,

Date of Birth                   :           09-06-1987

Visa Valid till                 :            31-Aug-2015                          

        *****

