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Mirza 
 Mobile: C/o 0504973598, e-mail: mirza.379023@2freemail.com 
 Dubai - UAE
‘Seeking a challenging career opportunity in a rewarding and progressive organization’
Professional Profile: An enthusiastic Accounting & Finance Professional, poised to leverage education and 5+ years of professional experience in reputed company to establish a successful career with a growth-centric organization that seeks a diligent team player committed to supporting organizational objectives. 
Profile Summary:  
· Well versed in basic to finalization of accounts and auditing ensuring compliance to organizational standards.

· Accurate, precise, highly ethical in all work-related assignments & can perform under demanding work conditions. 

· Keen communicator with ability to relate to people across all hierarchical levels, management, team and clients.

Work Experience:
· Worked as an Accountant with Alpha Builders & Developers from January 2012 to November 2017.
Educational Qualification:
· Master of Business Administration (Finance/HR) from Osmania University – Hyderabad.
· Bachelor of Commerce from Osmania University – Hyderabad.
Personal Attributes:

· A highly Motivated and Confident Individual. 

·  A Hardworking with a tenacious learning attitude to keep abreast with new technologies, Analytical and Creativity.

Computer Knowledge:

· Diploma in Accounting Package - (Tally, Focus, Quick Books, Peachtree)

· Post Graduate Diploma in Computer Applications

· Diploma in Accounts Receivable & Payable 

Professional Work Experience:
Alpha Builders & Developers 
Duration
: January 2012 – November 2017 

Position Held
: Accountant

Reporting to
: Finance Manager.
Accounts Receivables:
· Generates and send invoices to all the customers as and when required 

· Process & issue Receipts/ Debit Notes and Credit Notes

· Maintain customer profiles, contract agreements and other records
· Follow up with the customers regularly for outstanding payments

Accounts Payables:
· Review, verify and Book vendor invoices
· Process payments (checks/swift transfer/wire transfer)
· Process payroll 
· Reconcile vendor statements
· Resolve invoice discrepancies
Other Responsibilities: 

· Maintain bank account 
· Post all necessary Journal entries (Prepayments/accruals/depreciation etc.)

· Prepare bank reconciliation statement 
· Calculation of employee benefits
· Generate monthly collection report 

· Ensure timely & monthly period closing 
· Co-ordinate in yearly audit (External & Internal Management)
· Undertake a range of other responsibilities to support the team
Personal Profile

Date of birth 
: 13/11/1989


Marital Status
: Single

Nationality
: Indian




Driving License
: Indian
Visa Status
: Residence Visa
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