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Mohammed

Mohammed.327897@2freemail.com 

OVERVIEW
Seeking a long term opportunity in a growing and reputed organization that provides long term stability and growth to the organization and myself, encourages me to continuously learning and creativity, provides challenging environment and exposure to new ideas while capitalizing my education, experience and skills.

EDUCATIONAL QUALIFICATION

B.B.A. (Bachelor of Business Administration) – April 2012
M.B.A. (Master of Business Administration) –    June 2014
COMPUTER SKILL
Accounting Packages  
: Tally 7.2, 9 
Package                 

: Ms - Word, Ms – Excel & Ms – Power Point

OTHER SKILL
· Sound understanding of accounting principles 

· Proficient in the use of accounting software – Tally & Quick Books
· Ability to prioritize multiple tasks effectively in order to attain deadlines.

· Great ability to work as part of a team.

· Excellent people management and time management skills.

PROFESSIONAL EXPERIENCE (4 + years)
1. Accountant in Taha Medical Group-from Nov 2014(currently working).
2. Accountant in M/s Leather One Exim- from May 2013 to Sep 2014.
3. Accounts Executive in M/s Nubiya International, (Manufacturer and Exporter of Finished Leathers) from Oct 2012 to Mar 2013.

JOB DESCRIPTION
General Accounting

· Manages accounting functions including but not limited to maintenance of general ledger, accounts payable and  accounts receivable, ensures accuracy, completeness and timeliness.
· Verifying the accuracy of vouchers, invoices, checks, account statements, reports, general ledger 

· Monitoring daily activities in bank accounts.
· Handling all transactions relating to Petty Cash i.e. withdrawal of cash from the bank, making petty cash payments, preparing vouchers and preparing petty cash statement for reimbursement.

· Reconciliation of several of Banks Accounts, Vendors Accounts and Customers Accounts by identifying errors in posting or omission by applying appropriate accounting standards

· Coordinating in all month-end closing activities including general ledger maintenance, balance sheet and reconciliation, payroll and other benefits.
· Preparation of monthly financial statements with supporting schedules, and MIS reports according to monthly close schedule
Accounts Payable

· Passing entries in Accounting Software for Purchase Order, Purchase Invoice and Material Receipt Note after obtaining certification from Warehouse Manager on the same.

· Verify the accuracy of A/P, correlating with Purchase Orders and Material Receipt Note ensure correct coding of vendor, cost center, general ledger account, invoice amount, qty, terms of payment and terms of delivery. 

· Provide timely and accurate payment processing by processing accounts payable checks semi-weekly. 

· Review all invoices for appropriate documentation and obtaining approval prior to payment 

· Analyzing various proposals from Vendors.

· Negotiating with vendors with regard to quantity, price, terms of delivery and terms of payment.

· Issuing Purchase orders to vendors as approved by Purchase Manager.

· Follow-up with vendors and logistic companies with regard to ensure timely delivery of material.

Accounts Receivable

· Preparation of Quotations and Sales Invoices as approved by Salas Manager.

· Passing entries in Accounting Software for Sales Order, Sales Invoice and Material Issued Note after obtaining Material Issued Note from Warehouse.

· Provide supports to Sales team for timely collection payments.

· Preparation of Monthly Sales Report, Sales Analysis, Statement of Receivable ageing wise

· Monitor and report on deviations from credit standards. 

PERSONAL DETAILS
Date of Birth

: 15th oct 1990
Nationality

: Indian.

Marital Status


: single
Religion


: Islam
