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Objective
As an experienced and motivated Accountant I am looking to further my career in a dynamic business environment where I can use my current skills to their maximum potential while honing and developing additional knowledge and abilities.

Professional Experience
Distribution ME FZCO

Accountant (Nov 1st 2011 till date)
Responsibilities
· Reconciling 5 banks namely: First Gulf Bank (Functional Bank), Commercial Bank of Dubai (Functional Bank), Emirates NBD, National Bank of Fujairah, and Habib Bank AG Zurich.
· Processing supplier payments through TR (Trust Receipts) and maintaining the limit.
· Opening, amending & renewal of LC (EmiratesNBD).

· Discounting of PDC cheques and maintaining the limit.
· Arranging the funds to clear the TR due.

· Depositing PDC cheques on due date.

· Following up with the bank for any issue in receiving or processing the document.

· Reporting the status of all banks to Finance Manager and to the MD.

· Preparing MIS statements and comparing current month with the previous year provision and actual.

· Reconciling Customers Statement of Accounts.

Sharaf DG LLC
Junior Accounts Executive (June 1st 2008 – 10th October 2011)
Accounts Receivable Team

· Bank Reconciliation (Main Role)
· Reconciling Bank Statement on monthly basis. Reconciling 5 banks namely; Emirates NBD (Functional Bank) & HSBC and reporting to Head of Department.

· Monitoring bank balance and transactions on daily basis & reporting to Head of Department.
· Preparing Funds Flow Statement on the basis of Bank Statement on daily basis and reporting to the management.
· Petty Cash

· Preparing & Maintaining Petty Cash on weekly basis and reporting to Finance Manager. Includes Physical Cash.
· Preparing Exp. report on weekly basis relating to Petty Exp. and reporting to Finance Manager.
· Also maintaining the petty cash for 25 stores across the UAE.
· Expense Booking and Analysis
· Analyzing and booking of expenses on nature of expense.
· Preparing MIS Report and forwarding to the management.

· Monitoring expenses on the basis of provision & prepaid.
· Passing necessary entry for month end like provision, prepaid & depreciation.
Accounts Payable Team
· Accounts Payable (Non Trading Suppliers)
· Getting approval of Invoices from respective department.
· Checking the invoice with the supporting document i.e. LPO & Delivery note.
· Reconciling the statement of accounts with suppliers.
· Booking the Invoices according to the nature of expense or asset.
· Preparing payments according to the payment terms i.e. credit days, advance payment or immediate.
· Accounts Payable (Trading Suppliers)

· Checking Statement of Account for due Invoices on basis of credit terms.
· Checking Ageing of Inventory for particular supplier on basis of credit terms.
· Checking for recovery i.e. Rebates, Returns, and Debit Note.
· Arranging the due Invoices for the payment.
· Informing the suppliers for chq collection.
· Preparing the Inventory Ageing report of all suppliers and forwarding to the category.
Bank of Baroda Sharjah Branch

Remittance & Clearing Clerk (Jan 2008 – May 2008)

· Receiving forms from customer and calculating the Rupee, Dollar, Pounds, etc currency rate to AED and Vice Versa.

· Preparing DD, TT and Mail Transfer as per the request of customer.
· Preparing the Rupee, Dollar, Pounds etc collection data and forwarding to the HO.
· Receiving returned cheques deposited by our customer & returning cheque issued by our customer.

· Collecting and arranging to send for Central Bank cheques deposited by the customer in the morning and deposited on the previous day.
· Receiving cheques from other banks issued by our customer.

· Scrutinizing cheques issued by our customer by checking their available balance or OD limit.

· Arranging to return the cheques issued by our customer in the morning.  
Al Sammak Overseas Trading LLC
Nov 2006 – Dec 2007
· Generating Entries for Sales, Purchase, Bank, Cash and Petty Cash in the accounting system.

· Follow up with the customer for Debt collection based on Statement of Accounts reconciled with the customer on the monthly basis.

· Preparation of cheques after verifying all the supporting documents and informing the suppliers for cheque collection.

· Reconciliation of Bank Statement on daily and monthly basis. Also monitoring the bank balance for making payments.

Educational Qualification

Bachelors in Business Administration with specialization in Finance, Troy University Sharjah Campus, Sharjah, U.A.E.
Skills 
Computers. Office Tools – Excel (Good Knowledge), Word.
Accounting Pakage – Tally, Peachtree, Retailsoft (Sharaf DG),INFOR Sunsystem (ITE Distribution ME FZCO.

Email – MS Outlook & IBM Lotus.

Personal Details

Date of Birth  

   

: 20th October 1983

Marital Status

    

: Married

Languages Known


: English, Hindi, Gujurati & Urdu

