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Mohamed 
Mohamed.357621@2freemail.com 
Objective
Seeking a challenging position to utilize my skills and abilities in areas of Accounting, Administrative and Secretarial functions, which offers professional growth while being resourceful and flexible.
Personal appraisal 
Sincere, honest and hardworking 

Excellent communication skills

Hardworking and result oriented   
Ability to work under pressure with time bound performance
Eager to learn and achieve the assigned targets

Educational Qualifications
General Certificate of Ordinary Level Examination 
General Certificate Accounts - pre-university degree
Professional Qualifications 

Diploma in Business English
Diploma in French

Diploma in Computer Studies
Basic First Aid and Heart Saver
Driving license - Sri Lanka

Diploma in Computer Hardware Engineering with Networking
Diploma in Accounting 

Diploma in Computerize Accounting

Certificate in Internet and E-Commerce 
Technology summary: 
MS Office, Internet Applications, MYOB, Acc Pack, Tally and Quick Book 
Professional Experience 

KANOO Group – Travel Accounts Department for Receivable Section– Dubai (2011 to date)

Data Input Analyst cum Cashier
Job responsibilities:
Prepares source data for computer accounting by compiling and sorting information; establishing entry priorities by using Reflection for UNIX and Digital Online System (back office).
Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution, coordinate with travels consultant for reporting of unreported documents. 
Flow-up back office invoices, preparing weekly, monthly unreported documents list and daily cash reports to accounts manager.
Metco Trading Co (pvt) Ltd. Colombo, Sri Lanka (2006 –2011)


Accountant
Job responsibilities:
· Preparing daily cash statements with fund requirements with short term and long term assertions

· Reconciliation of Debtors, Creditors statement of Accounts whilst updating the subsidiary ledgers
· Producing monthly and quarterly budget and analysis of variances on expense and income on the above basis

· Reconciliation of bank statements and was in-charge for producing the monthly and quarterly income and expense statements.

· Preparation of the P&L and the balance sheet with appropriate notes and schedules for Management Reporting

· Supervision of monthly inventory and propose suggestions on slow moving stock and liaise with the merchandisers on sales promotions and so forth to clear these stocks.

· Responsible for payroll processing for over 50 employees including timesheets, payroll reports. Managing cash books for accounts receivable, payable and cash flow statement etc. 
Tadmur Contracting and Trading Est. –Doha Qatar (2003 – 2005)
Secretary
Job responsibilities:

Receiving inquiries, preparing quotations, work completion reports and invoices. Maintaining and updating work progress reports, making weekly and monthly sales reports. Handling petty cash account and as well as secretarial duties.  

Bakri International Energy Co. Ltd. K S A (2000-2002)
Secretary 

Job responsibilities:

Receiving inquiries, preparing quotations with the assist of Chief Estimator, scope of work, work completion report and invoices, maintaining and updating all major and miscellaneous jobs records, making weekly, monthly reports and as well as secretarial works  etc.  

National Telecommunications Co., Ltd. K S A (1998-2000)

Computer Operator cum Administrative Assistant 
Job responsibilities:

Maintaining and updating Manpower, Housing Occupancy, and utilities reports and other related documentation to the Operation and Personnel Department. Arrangement of Accommodation for new arrival and reallocation personnel, Preparation of Weekly, Monthly and Utilities consumption Reports in connection with the manpower.

South Ceylon Industrial Agency, Galle, Sri Lanka. (1992 – 1998)
Computer Operator cum Sales Clerk

Job responsibilities:

Maintaining and Updating Ledger Records, Stock File, attendance records and preparation of salaries and distribution, Monthly Foreign Currency statements preparation monthly sales reports. Conducting tourist giving an explanation in English and French, taking them round in factories for business promotion and conducting sales in showroom.
Language knows

Language

Speak

Read


Write

English

excellent

excellent

excellent

French

good


fair


fair

Tamil


excellent

excellent

excellent

Singhala

excellent

good


fair

Arabic


fair knowledge

Hindi


good
I hereby certify that the particulars mentioned above are true and accurate to the best of my knowledge
