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To,

The HR Manager 



With reference to the above, I would like to invite your kind attention towards my C.V attached herewith for a suitable position in your esteemed organization in Accounts and Sales Department as per my experience and qualification mentioned below.

I am a B.Com degree holder with around (10) ten  Years of a Professional experience in field of Accounts in different Organizations, which around 9 (Nine)Years are in Emirates with Swedish  and African company in Jebel Ali based firm as a Accountant handling Accounts , cost and sales  related matters. The firm is engaged in Glass process Industries, Import and Export of Paper, Pulp, Wood and Food Stuff items with branches in different countries of European, Asian, Africa and U.S Region.

I am aware of English, Urdu, Hindi, Arabic (basic) and Bengali languages and skilled in the use of Accountancy software Tally ERP 9, ERP, Focus, Peachtree, Customized accounting software, MS Office 2007& all Online Banking Applications I can work under extreme pressure   and I have also ability to adopt any kind of working environment.  

Kindly consider my C.V so that I can prove my abilities.  I have every hope that you will give me a chance in your esteemed organization to work under your kind control.

OBJECTIVE

· Seeking an Accounting in an aggressive organization that will utilize my acquired experience and commitment to excellence with long-term plans to advance into a major management responsibility within the Accounting & financial function of the firm. 
PROFILE

· Proficient in Tally 9 ,ERP, Peachtree, Focus & MS Office 2007
· Have 9 + years experience in Dubai, United Arab Emirates.
· A highly trained professional in accounts, Costing, Inventory management & sales coordination.

· A dedicated team player with excellent interpersonal skills.

· Can work under pressure & meet deadlines without compromising on quality.

Business Development Functions:
· Generating substantial business turnover through effective implementation of sale plans

· Identifying potential business prospects, apprising them about the product/service related benefits with a view to acquire repeat/ referral business for target achievement.

 PMI Industries FZCO. (Glass & Aluminum Process Industries) 

   
       From 11/07/2013 to till date 
                               Techno Park Jebel Ali Free Zone, Dubai  

Assistant Accounts Manager 
 Responsibilities

· All accounting and financial reporting and Financial Planning.

· Responsible up to accounts finalization.  
·  Management and Control ensuring that the Financial Plan is accurately implemented and duly reviewed and updated to the management.

·  Providing various periodical reports to management of budget variance, cash flow, accounts receivable and accounts payable.

·  Monitoring the budget to ensure tight cash flow control. Maintaining accurate financial records. Director any steps necessary to correct budgetary variances during the year so that the budgeted targets can be met.
· Monitoring Import and Export document. 
·  Monitoring Sales and   purchase Accounts and cost analysis, for the monthly, quarterly and yearly reporting. You will maintain the financial accounting system alongside the cash management and other finance operations. 
· Verify recorded transactions and report irregularities to management.

· Generated Income statements, Balance sheets. 

· Maintained all aspects of accounts, finance, sales & data processing for the company.

· Credit control and collection of accounts payables and receivables.

· Established and maintained close relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies.

· Monitor moving & non moving items & submit report to management.  

· Receive & process sales orders, process sales etc.

· Process local purchase & handle overseas shipment.

SCANDINAVIAN OVERSEAS PAPER FZE (AB Gothenburg Sweden)
                              From 13/09/06 to 30/06/2013
                               Jebel Ali Free Zone, Dubai  

Senior Accountant and Inventory In charge 
 Responsibilities
· Received and recorded invoices and arranged payments.

· Prepare and send invoices to debtors

· Import & Export related documentation.  

· Handle payroll, calculate and distribute wages and salaries.

· Prepare regular reports and summaries of accounting activities.

· Prepare financial statements and debtors’ listings / Check customers’ credit ratings

· Verify recorded transactions and report irregularities to management.

· Generated income statements, balance sheets, general ledger, check and reports.

· Reconciliation of Supplier Accounts and GL Control Accounts.

· Maintained all aspects of accounts, finance, sales & data processing for the company.

· Credit control and collection of accounts payables and receivables.

· Reconciliation of bank statements.

· Monitor moving & non moving items & submit report to management.  

· Receive & process sales orders, process sales etc.
BLUE SKY   HOLIDAYS   LLC

5th Floor Creek Tower Deira, Dubai

General  Accountant
 Responsibilities
· Petty cash control, Accounts Receivable & payable and Bank Reconciliation
· Maintained Daybook, Sales, Purchase & Stock Registers; posted ledgers.

· Preparation of sales summary and submit to the Accounts.

· Preparation of Local purchase order. 

· Maintain Sales Register, prepare Sales Quotations, follow up on quotations etc.

· Maintain Sales & Purchase Register.

· Preparation of daily collection and sales report.

· Preparation of the final trial balance by posting all the daily transactions.

· Verification of receipts and payment vouchers

· Make computerized entries of these vouchers 

· Recording of the journal entries in various ledger accounts

· Process inventory control and assist to know inventory status.

COMPUTER SKILLS
· Tally 9
· Focus

· ERP
· Peachtree
· Customized accounting software
· Ms Office 2007
EDUCATION
· Bachelor of  Commerce (B.Com)
· Higher secondary  School certificate (Commerce) 
· Secondary  School certificate (Science)
PERSONAL


Gender

:
Male 


Status

:
Married


Religion

:
Islam


Visa Status

:
Residence Visa transfer able  

Languages Known
:
English, Hindi, Urdu & Bengali, (Arabic Basic)



Driving License
:
Light vehicle License.  
                     ___________________________
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