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OBJECTIVE
· Seeking a position as Administration & Assistant Accountant with a reputed organization where my education and experience will have valuable application. 
Academic Qualification
· Financial accounting department -Bachelor Alnilin University of Science and Technology, 2004 - 2008 

EXPERIENCE
Name of Company: Raseljesr for Trading & Contracting.
Designation: Accountant.
Duration: 04-April-2013 to june2014.
Place: (Saudi Arabia; Jeddah)
Responsibilities:
· Preparing monthly/yearly profit & Loss a/c and Balance sheet. 
· Manually recorded and compared book and files Books such as: Day book, ledger book, debtors and creditor’s book, bank reconciliation book, payroll record, sales and service book besides keeping files for sales bill, purchase bill, telephone bill and so on. 
· Maintaining inventory records Generating various inventory reports-evaluate & report to the management for physical stock variance with book stock. 
· Calculation & accounting of depreciation- disposal of assets-calculation & accounting of profit/loss on disposal-physical variation of assets-generating other asset related reports. 
· Handling petty cash & reporting to management. 
· Preparing Debit and credit notes. 
· Maintaining the cash management for the payments. 
· Build strong relationship with existing customer to achieve continuous repeat business as well as retention. 
· Preparing LOP (Local Purchase Order). 
· Preparing Invoice and Delivery notes. 
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· Maintaining records of documentation relating to Approvals & Renewals. 
· Checking Bank Reconciliation statement monthly basis. 
Name of Company: Dandas International Hotel.
Designation: Recepinasitist.
Duration: 3-1-2009 to 13-9-2011.
Place: (Khartoum; Sudan : ELMAK NIMMER)
Responsibilities:
· Answering all incoming calls / emails and re-routing them to relevant parties. 
· Meeting and greeting visitors ensuring they are signed in and inducted. 
· Opening, distributing, collecting and taking the post. 
· General administration duties, photocopying, filing etc. 
· Dealing with any enquiries at the reception. 
· Data entry onto internal systems. 
· Reporting any problems to the office manager. 
· Monitoring stationary stock and reordering when required. 
· Operating a computer system and switchboard. 

Name of Company: Abbashar Palace Hotel.
Designation: Financial accountant and director of the reception.
Duration: 08-05-2013 TO 22-06-2015.
Place: (: Khartoum 2; Sudan; Airport Road)
Responsibilities:
· Follow-up operations of the procedural check in and check out. 
· Monthly liquidation of the accounts of guests Financial reporting Coordination between all departments in hotel , bookings and sales division 
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Skills
· High level of integrity 
· Creative and a team-worker 
· Ability to work under minimum supervision in a multi-cultural organization. 
· Excellent communication and interpersonal skills 
· Strong computation and analytical skills 
· Ability to establish and maintain effective working relations with clients, vendors, staff and the public. 
Achievements
· Active participation in various projects. 
______________________________________________________ 
LANGUAGES
 English, Arabic.
PERSONAL
	Nationality
	:
	Sudan

	Gender
	:
	Male

	Date of Birth
	:
	January1th, 1983


· I hereby certified that the above statements are true and correct with all my knowledge and also to the help of our Lord. After you’ve reviewed my 
resume, I would welcome an opportunity to discuss your company’s goals and talk to you about the value that I can bring to your Company. More Power and Positive energy blessed. 
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