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SAFEER 
DUBAI (U.A.E)
Mobile: Whatsapp +971504753686 / +919979971283
EMAIL ID safer.321694@2freemail.com 
Looking for a suitable position in Professional Accounting Field and office Administration
Career Objective


Continue to develop the potentials in the professional career and to grow to a senior      level of responsibility where I can make a significant contribution to the success of the organization. Will work in an environment ensuring teamwork and accept challenges of growth opportunities.

Personal Strength


Dynamic and flexible personality with effective Communication, fluency in English, Hindi, Tamil and Malayalam, Interpersonal skills are being made me confident always. Excellent coordination and presentation skills, Team player are the other advantages. Good knowledge about professional accounting and Office Administration and having more than   8. Years of work experience prompt me to apply this job.
Work Experience

GENERAL ACCOUNTANT: LOCK HOUSE TRADING KERALA,INDIA(from July 2016 to Oct 2017) 
Job Responsibilities
· Handling accounts checks, payroll financial statements 

· Prepare financial statements 

· Review businesses’ accounting procedures. 

· Booking of sales Invoices and receivable schedules and aging report& its follow-up 

· Preparation and booking of petty cash transactions 

· Having the potential to lead a team of individuals and co-ordinate the audit.
· Understanding businesses- What exactly an entity buys, what it sells & the areas of spending, sources of revenues etc
ACCOUNTANT cm ADMINISTRATOR: GHANTOOT GROUP. ABU-DHABI (From 3rdmay2014 to MAY 2016)
Job Responsibilities.
· Handle and Prepare petty cash book
· Respond all correspondence

· Handling accounts checks, payroll financial statements 

· Prepare financial statements 

· Provide consultation for the staffs 

· Conduct regular evaluation of all staff members.

· Prepare and distribute to staff a monthly calendar of camp events 
· Overseas booking and reservation of rental groups.
· Prepare payroll and regular s  Handle all bills of payments and rental payments   

GENERAL ACCOUNTANT: MAHRA FOOD STUFF TRADING. MUSAFFAH, ABU-DHABI.UAE. Post. box 9419 (From July 2010 TO Aug 2013)
Job Responsibilities

· Handled supplier & customer invoices. Prepared LPOs; handled PDCs.
· Maintained petty cash. Handling timely processing, payment and distribution of
Pay to employees, Received and recorded invoices and arranged payments
· Calculate and distribute wages and salaries.

· Reconciliation of bank statements 
· 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.

· Maintained Daybook, Sales, Purchase & Stock Registers; posted ledgers.

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

· Credit control and collection of accounts payables and receivables.
· Monitored and managed cash flow / managed cash flow.
· Having the potential to lead a team of individuals and co-ordinate the audit.
· Understanding businesses- What exactly an entity buys, what it sells & the areas of spending, sources of revenues etc
ACCOUNTANT: Chaliyar Marketing Dealer of ITC Pvt Ltd- Kerala, India (From Apr 2008 to Apr 2010.
Job Responsibilities



· Prepare financial statements and reports for company management. 

· Develop and check budgets. 

· Ensure compliance with relevant legislation. 

· Analyze how well a business is performing financially. 

· Review businesses’ accounting procedures. 

· Booking of sales Invoices and receivable schedules and aging report& its follow-up 

· Preparation and booking of petty cash transactions 

· Preparation of bank transactions and cash transactions. 
Academic Qualifications:

          B.Com (Bachelor of Commerce) – 2008 Calicut University – Kerala, India
                Major Subjects Covered:-
Finance Accounting

Cost Accounting

Banking and insurance

Business Law

     Pre Degree Course (Plus Two) – 2003 Board of Higher Secondary Examination – Kerala.

    S.S.L.C – 2001 Board of Secondary Education – Kerala.

Computer Proficiency:

· Tally- Experience in bookkeeping, sales and purchase and every aspects of Tally. ERP 9.

· Peachtree- full version of computerized accounting, especially employee management and inventory management. 

· Ideal capability and practice at MS Office and Internet.

Professional skills:

· Skill in Handle daily cash of the business , receivable and payable
· Good knowledge in reconciliation of bank , debtors and creditors accounts , and preparation of payroll   
· Good knowledge about journal entrees, such as allocation income and expenditure  

· Strong understanding of debit and credit accounting principles  , and keeping larders 
· Knowledge about prepare spreadsheet and maintain fixed asset 
· File and maintain journal enters and coordinate with auditors at the time of auditing

· Knowledge in preparation of financial reports, MIS reports and income statement when management required.

· Excellent communication and interpersonal skills. Office Automation with good office and business administration skills.
· Ability to work efficiently under pressure, meet deadlines; adapt to a fast paced and multicultural environment. 
Personal details:


 Name



:
       Safeer 

 Nationality


:
       Indian.


 Age and date of birth
:
       32, 19th Aug 1985.


 Sex



:
       Male

 
 Visa Status

:
       VISIT VISA  
 Marital Status


:
       Married.


 Religion 


:
       Islam


 Languages known

:
       English, Arabic Hindi, Tamil, Malayalam,             

 Interests


:
       Reading, music, Playing Games
Declaration:


     I hereby declared that all the above given details are true in the best of my knowledge. 
                                                                                                                        Safeer 
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