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	Resume for Finance and Accounts
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B.Com   (Honors in Accountancy & Taxation) 
with 16 years of overall work experience in Finance & Accounts.

( 7 yrs in India &  9 yrs overseas experience in  Saudi Arab)
Email  : ahaduzzaman.371154@2freemail.com  
Present Location :  Dubai , UAE, Visa Status : Visit Visa (Expiry on 5th Oct. )


	 Accounting Skills

 Software IT skills 

· Finalization of Accounts & preparation of Profit & Loss & Balance sheet, 

· Maintaining & reporting Ac Receivable and Ac Payable accounts, 
· Monthly, half yearly & Annual closing of books of accounts

· Preparing extensive MIS reports like Cash flow, sales ageing.
· Maintain HR & Payroll data.
· Maintain monthly GL Provisions & Accrual entry in General ledger.

· Monthly updating Bank reconciliation.
·  "Budget vs. Actual" variance reports.
· Regular review of Cash & banking operations.

· Online operation of Net banking & Fund transfer etc.

· Maintain Taxation : VAT, EXCISE, CST,TDS, EPF,PTAX
· Branch office Audit for Revenue, Expense, Stock & Assets.
· Tally-ERP (India)  
· Syspro-ERP (Saudi) 

· IBM-Lotus Note, MS-Outlook.
· SAP (HR & Payroll) and Oracle (Ac Receivable & Payable)
· MS-WORD, Excel, PowerPoint, Internet.
· Other Software : AS-400 (Payroll), 

Current Job Role     :  
Last Job role :

Last Job Role           :         

Asst.Manager (Ac Payable) in GTL-Infrastructure(A Telecom Tower Co.  at Guwahati, from Apr 2016..Jun 2017.
Executive Accountant in Reach India, NGO (ICCO- Netherland, Livelihood Project in NE, ) in Guwahati. From 2014 DEC to 31-03-2016.
Senior Accountant (Accounts  Supervisor), in Tamgo Division under  Zahid Tractors & Heavy Machinery Group Co.  in  Saudi Arabia. Since 9 yrs (2005-2014)
Last Job Role           :    
As an  Accountant, Department of Education- Assam Sarba Siksha Mission  , Govt. of Assam, India , 2yrs  (From 2003 to 2005)
Last Job Role           : 
As an Accountant cum Cashier in Calcutta Urban Service, an NGO in Kolkata 
 2 yrs (From 2001-2003)
Educational Qualification 

· B.Com   ( Honors in Accountancy & Taxation) from Assam University, Silchar in 1999.
· CA-Inter-Exam appeared-with 2 yrs Article Clerk (Practical Accounts & Audit training) under a CA firm  from Institute of Chartered Accountants of India in 2000-2001

Technical Qualification

· Diploma in Computer Application from YMCA in KOLKATA (MS office, Word, Excel, Power point etc.) 

· Diploma in Computer Financial Accounting Software (Tally) from ICA, Calcutta, in 2000-2001.
· Special Taxation course from Tally Academy for VAT, EXCISE, CST,TDS, EPF,PTAX 

· Five years’ experience in medicine retail sale in a pharmacy cum clinic (emergency first aid treatment , pushing injections, (From 1994 to 1999)
· Participated Training program on  SAP & Financial Management.

Professional Work Experience :

Zahid Group of Companies- The Machinery Group Co. ,  Saudi Arabia (From 2005 till 2014 March) 
Zahid group is one of the largest & the most diversified business houses in Saudi Arabia having interests in construction, heavy machinery, Power generator sectors. and Tamgo division is the sole distributor of FG Wilson, Volvo, Moosa, Doosan. I was working as a senior accountant & handling a team of six branch accountants. I report to the CFO & Finance Manager. My major job responsibilities include are:

· Verifying & Entering Receipts & Payments vouchers in the system.
· A/c Receivable : Preparation of sales invoices & timely updating of collection summary in the system
· A/c Payable : Booking supplier invoices & then process for payment with Dept head Approval as per the agreed credit terms.

· Preparation of Purchase Order & Quotations.
· Preparing monthly bank reconciliations.
· Making journal entries to account provisions & accruals at the month end.

· Supervising the petty cash operations & signing on the petty cash reconciliation prepared by the cashier at day end.

· Banking operation, net-banking, Utility Bill Payment through Online.

· Passing entries in the bank loan A/c (short term & Long term) 

· Maintain payroll data (salaries, loans & advances, leave, duty resumption, medical, overtime etc.) for about 300+ employees. 

· Preparing Bill of Exchange, LC’s & Bank loans and other related correspondence with banks.

· Preparation of Sales Aging Report & circulating the same to the sales team to ensure timely collection of dues. 

· Maintaining up to date Fixed Assets Register & passing entries for asset acquisition, disposal & transfer.
· Providing base data to the senior manager for preparation of annual budget.

· Providing MIS reports to the management. Major reports include, operating expenses statement with net profit and cash flow statement, budget variance reports, sales analysis report etc.
· To provide branch wise P&L & Balance Sheet to senior manager for further consolidation 
· To facilitate internal & external audits by providing various reports & clarifications to auditors & also assisting them during physical inventory count. 
· Monitoring & controlling of branch office accounts (revenues & expenditure)

· Follow-up & reconciliation of machine warranty claim a/c. with foreign supplies.

· HR-work experience : maintain Employee’s master file record, Joining, EOS benefit calculation &  Termination, medical, OT, leave etc..
Department of Education- Sarba Siksha Mission-(Govt of  India Project) , 2yrs  (From 2003 to 2005) 
I was working as a district accountant in the department of education & was reporting to the district Finance & Accounts officer. The major responsibility of the district education department was to release government funds to about 1,400 primary schools in the district. I was responsible for disbursement of government funds in installments & collection of fund utilization report from the beneficiary schools. Other responsibilities includes are:
· Maintaining cash book & general Ledger.

· Preparation & control of Fund release to all schools by installment checks.

· Ensure n collection of utilization report of fund from beneficiary schools head teachers.

· Arranging Food & Hotels for Teachers Training program.

· Providing n maintaining monthly vehicle utilization reports

· Providing monthly fund disbursement report to the District Accounts Officer.
· Budget preparation for different teacher training program.

· TA/DA payment to training teacher at field site.

· Preparing monthly statement of  Budget Vs. Actual expenses. 

Calcutta Urban Service (NGO), Calcutta, India 2 yrs (From 2000 to 2003)
This NGO is funded by the Methodist Church & run by Diocese of Calcutta of the Church of north India. This organization were working in the areas of women empowerment, street children education, HIV awareness program, eye-care programs etc. My major job responsibilities includes are: 
· Handling Petty cash & Bank deposit.

· Maintain & control of Foreign fund A/c.

· Payroll- Salary Disbursement.

· Maintain detailed expense accounts in Tally

· Making Receipt & Payment Voucher.

· Preparation Financial Statement of A/c. Cash flow, Income & Expenses & Balance Sheet.

· To Assist Chief Accountant in the preparation of MIS reports.

· HR-work experience : maintain Employee’s master file record, Joining, EOS benefit calculation &  Termination, medical, OT, leave etc..
Personal Information
Date of Birth                     : 27 Feb 1979
Gender                              :  Male 

Marital status                    :  Married (Spouse with 2 kids)
Languages                        :  English, Hindi & Bengali, Assamese 
Driving License                : Yes (Indian & Saudi)
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