Mohammad 

Email Id: mohammad.378607@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Dubai – United Arab Emirates

Career Objective

Seeking a position in Accounts with a reputed organization where my education & experience will have valuable contribution.
Career Snapshot
· Have Experience in accounts, finance & administration.
· 2 plus experience as Accountant in India.

· Professionally qualified with a Master Degree in Business Administration (MBA) & bachelor of commerce (B.Com.).

· Well versed in Tally & MS Office Applications.
· An effective communicator with excellent relationship building & interpersonal skills, problem solving organizational abilities, posses a flexible & detail oriented attitude.

· Interacted with echelon of society and at various given levels.

· Hardworking and systematic with assignments, trained to be familiar with the procedures of financial, administrative and other relevant documents.

· Excellent communication and interpersonal skills.

· Good exposure towards Team Management and Client interactions.

Work Experience

Accountant – Ajwa World Trade – Hyderabad, India
Sep 2016 – Jan2018

Accounts Executive – Highlight Electrical Construction – HYD, India Jun 2015 – Jul 2016

Job Responsibilities

· Received and recorded invoices and arranged payments.

· Prepare and send invoices to debtors.

· Verify Day End Report with that of vouchers.

· Calculate and distribute wages and salaries.

· Prepare regular reports and summaries of accounting activities.

· Maintained Daybook, cash book and bank statements.
· Prepared delivery note, invoice etc.
· Verify summary statements of customers / suppliers.
· Assist in preparing periodic trial balance.

· Provided administrative support to both staff & managers & coordinated with all departments.

· Screened telephone and personal callers & Made and recorded appointments.

· Filed correspondence and other records.

· Received and processed incoming and outgoing mails.

· Handled business correspondence on behalf of the organization.

· Coordinated in purchasing office supplies.
· Management of payables & receivables.
· Financial advice to clients. 
· Handle financial transaction for clients( buying and selling of shares)

· Involve in new client registration & subsequent formalities.
· Data entry assignments
· Marketing of mutual funds

Academic Credentials:

· MBA in Finance | Jawaharlal Nehru Technological University, Hyderabad | 2016

· B.Com  | Palamuru University, Mahabub Nagar | 2013

Professional & Technical Qualification

· Expertise in BRS (Bank Reconciliation Statement)

· Excellent MS Office Skills, Internet Browsing

· Working knowledge on ERP software packages like Tally, Focus, QuickBooks and Miracle.

Personal Details:

Date of Birth

: 
12.06.1990
Nationality

: 
Indian

Marital Status

: 
Single

Visa Details

: 
Visit Visa
Languages

:
English, Urdu, Hindi, Telugu.                          
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