 Talaat

 Talaat.339805@2freemail.com 

Objective:
To apply for a particular job vacancy within which I can grow professionally. To be a part of a company that contributes a professional and personal growth to their employees and in effect, to serve the company’s valued customers with high sense of responsibility, excellence and commitment for their best welfare and satisfaction.
Educational Qualification:

	Bachelor of Business Administration
	:
	From Science & Technology University Yemen / 2003.

	Technical Diploma Certificate in Computer Programming
Diplomas in Word-Processing:-
	
	Issued from Lebanese Educational Ministry & Fakhreddin Technical Institute - 1991 / 1992 , includes :-

- Programming.

- Computer Technology.

- Information.

- Logic Circuits.

- Bank Interests

- English/Arabic Typing
- M.S. Windows.

- M.S. Word.

- M.S. Excel.

- M.S. Access.

- M.S. PowerPoint.
- M.S. Outlook.


Professional Experience: 
	From  Jan. 2003  to Jan. 2017
	
	Seidco Gen. Contracting Co., Abu Dhabi 

	Job Title
	:
	Senior Accountant.

	Job Related Responsibilities :
	
	constituted to Several Accounting Duties such as :-

· All financial and accounting functions of the company.

· Accounts Payable.

· Accounts Receivable.

· Banks Reconciliations.

· PDCs. Control.

· Cheques Management.

· Daily Bank Status & using of online banking.

· Monthly Reports to the Management showing: Revenues, Expenses, Profit & Loss...etc.

· Monthly Finance Reporting to the Auditor from the beginning of the year up to final accounts (Balance Sheet, Income Statement...etc.).

· Payroll Preparation & follow up.

· Preparation of leave salaries.

· Preparation of end of services.

· Assets & Depreciations Management.

· Prepayments (Prepaid Expenses).

· Refundable Deposits Control.

· Provisions & accrued expenses.

· Work done/Progress payment certificates.

· Verification of Cost Codes.

· Making up JVs for Banks, Cash,...etc.
· Assist in preparation of monthly statement with respect to bank deposits, overdrafts, cash flow, summary of payables and receivables 

· Assist in arranging bank guarantees, ensuring compliances of income tax and statutory requirements

· Assist in keeping records of timely and accurate completion of monthly quarterly and annual financial statements accounting functions

· Encoding data entry for accounting proposes 

· Assist in reviewing cost and performs cost benefit analysis related to projects and programs

· Assist the finance auditor and company accountant in auditing company’s account

· Edit statement for suppliers 
· Created and maintained Chart of Accounts, Profit Centers and Cost Centers
· Defined Fiscal year variant, Posting periods, Tolerance groups, Document types and number ranges
· Created Bank Master data, House banks and GL accounts
· Created Customer/Vendor Accounts Groups, Number Ranges, and Customer/ Vendor Masters Creation


	From May. 1994 to Dec. 2002
	:
	Seidco Gen. Contracting Co., Abu Dhabi

	
	:
	HR Officer/Admin. Assistant.

	Related Responsibilities :
	
	· Correspondence in Arabic & English. 
· Drafting letters & typing.

·  Filing System.

·  Incoming / Outgoing e-mails, faxes, documents & mail.

·  Fixing appointments & schedules.

·  Reporting to the management.
· HR Duties: 
- Preparing & updating staff personal files.

- Processing employees' dues: (Credit leaves, end of service, etc.).

- Scheduling the vacancies.

- Communicating with the labor supply offices.

- Using the internet for employment.

- Filtering of CVs.

- Interviewing candidates for specific jobs.

- Tickets booking.

- Payroll preparation.


Strength      :
	
	
	Strong Personality, Self Independent & Team worker 

Competence and experience

Relevant skills and ability to adapt them to the new role 

Strategic thinking, and problem solving ability

Ability to work under pressures 

International and communication skill 

Personal Management

Integrity & Loyalty 


Declaration

I do here by declare that all the information given above are true and correct.
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