Gulfjobseeker.com CV No: 1492860
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
[image: image1.jpg]


     CURRICULUM VITAE
Dubai, UAE


Objective

To add value to my role and realize my potential in a challenging assignment where I could utilize my functional expertise and relationship skills and create an impact in a progressive Multinational organization which provides ample scope for innovation and growth.
Professional Work Experience
Blackbcuk, Mumbai - India.

	Title
	HR Administrative Assistant

	Duration
	November 2013 to July 2015


Responsibilties

· Assist supervise and coordinate activities of staff.
· Administer salaries and determine leave entitlements.

· Assists office staff in maintaining files and databases
· Prepare and modify documents including correspondence, reports, drafts, memos and emails.

· Monitors office operations.
· Manages staff schedules.
· Tracks office supply inventory and approves supply orders.
· Assists in the preparation of department budgets and expenses.
· Schedule and coordinate meetings, appointments and travel arrangements for managers and employees.

· Accomplishes human resources department and organization mission by completing related results as needed.
Group Five Pipe Saudi, Dammam - SAUDI ARABIA.

(Affiliate to: Abdel Hadi Abdullah Al Qahtani & Sons Group - Tareq Al Qahtani & Bros)
	Title
	HR Assistant

	Duration
	September 2011 to July 2013


Responsibilties
· Assist HR Manager on other general human resources and administration matters.

· Process, verify and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations and classifications.
· Process and review employment applications in order to evaluate qualifications or eligibility of applicants.

· Coordinate with HR team in creating & maintaining of employee files, contract amendments, finalize records and clearance for departing staff & ensuring complete accuracy and confidentiality.
· Receive & Process Employee vacation request.
· Closely work with AHQ Group Travel Bureau to Initiate & close all the company employee related travel ticket reservations and ticket issuance.

· Create request for Travel Order, Store Issuance and Employee record maintenance through ORACLE e-Business Suite.

· Coordinate with HR team in creating & maintaining of employee files, contract amendments, finalize records and clearance for departing staff & ensuring complete accuracy and confidentiality.
· Assist HR supervisor in hotel reservation & confirmation for company and other business delegates.

· Planning, developing, identifying (in consultation with the Concerned Department's Manager) and accomplishment of training needs of staff working for management as well as technical operations.

· Maintaining records of training approvals, programs/schedules and application of training received.

· Coordinating the in-house and external training activities of the technical as well as management staff.

· Other related duties as assigned under HR & Administration department.
· Using Oracle E-Business Suite.
3D International Technical Services Est. Al Khobar - SAUDI ARABIA.
	Title
	Sales & Accounts Administrator

	Duration
	February 2011 to September 2011


Responsibilties
· Administer proper coding and manage invoices and document all processes and systems. 

· Monitor all account payable checks, prepare invoices for all and prepare updates on all accounts. 

· Maintain files on all account receivables and update records as required.   

· Manage monthly journals, update entries and maintain sub ledger for fixed assets. 

· Perform research, reconcile all bank accounts and resolves all issues in processes. 

· Prepare and document all taxes and its filing. 

· Ensure efficient client services and provide support to administration staff. 

· Organize customer contracts and evaluate all agreements and invoices. 

· Manage all petty cash and prepare cash flow reports. 

· Coordinate with management and recommend improvement in quality of accounting and provide operational support. 

· Processing new sales leads. 

· Managing the correspondence between the sales team and their clients. 

· Monitoring customer accounts. 

· Providing data and reports to help the sales team. 

· Keeping track of sales targets. 
· Arranging invoices from customers timely so as to expedite the payment process.
· Communication with clients to discuss and verify on-going project documents.
Nafees Crystal , Mumbai - India.

	Title
	General Accountant

	Duration
	November 2008 to August 2010


Responsibilties
· Carried out general ledger functions, including account analysis and journal entries.

· Preparation of monthly P&L and balance sheets.
· Prepared monthly accounting entries and provided data for income statements.

· Performed monthly closing, analyzed general ledger statements and reconciled accounts.
· Handling and disbursing cash.

· Preparing vouchers and allocation to their respective GL Codes.
· Following up with clients for payment within the deadline time framed.

· Ensure that the payments are accounted in an appropriate manner.
· Tracking and resolving discrepancies in accounting.
· Creating adjustment and resolving issues regarding payment from provider.
· Liaison with bank for transfers.
· Reduced number of reports by consolidating and combining information and tracked foreign exchange transfers.
· Supervised and trained junior accounting assistant in the above functions.
· Supervising a team of five employees.

· Initiating solution and making decision for the department.
Academic Qualifications

· Bachelor in Business Management (BBM) – Al Ameen Institute of management Studies, Bangalore, Bangalore University – 2007.
· P.U.C. – Anjuman Arts, Science and Commerce College – Bhatkal, Karnataka PU Board – 2004
· S.S.L.C. – Anjuman Islamia Anglo Urdu High School, Bhatkal – Karnataka State Board – 2002
Computer Proficiency
	Diploma in Computer Application
	Well versed in MS Office (MS Word, MS Excel, MS PowerPoint, MS Outlook and MS Access), Publishing Websites, Windows Share Point Services 3.0, Office Publisher and Advanced Excel.

	ERP System
	Oracle


Key Skills
· Productive and responsible, willing and able to handle a wide variety of tasks.

· Effective team worker who is comfortable with leading or collaborating.

Exceptionally organized and with high level of creative energy.

· Computer literate, sharp, hardworking and productive.
· Communicative and interactive skills are my assets.
· Reliable and adaptable; learns new systems quickly and takes initiative.
Personal Details

Date of Birth
:
27th November 1986

Sex
:
Male

Nationality
:
Indian

Marital Status 
:
Single
Linguistic Ability
:
English, Urdu, Arabic, Hindi and Kannada

Hobbies/Interests
:  Reading, Cooking, Traveling, Interiors and Fashion Designing.
Driving Licence
:  Indian Driving licence


Reference  
:  Furnished upon request.
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