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SHABAZ AHMED KHAN

+91 9391633287                                                          
Khan.shabaz7745@gmail.com
Hyderabad, India.
CAREER OBJECTIVE:

Aiming to be associated with a progressive organization where I can utilize my knowledge, skills and experience. Also to be a part of a team that dynamically works towards the growth of the organization and personnel as well.

EDUCATION & CERTIFICATIONS: 
· Bachelor of Commerce with [Computers] from Osmania University, 
· Hyderabad, India in the year - 2013.

· Certified with Accounting Packages of Tally ERP, Peachtree, QuickBooks, Focus and Wings. 
· Certified with PGDCA [Post Graduate Diploma in Computer Applications] in MS Word, MS Excel, MS PowerPoint & MS Outlook.
WORK EXPERIENCE: 
1. FOODEAL TRADING W.L.L, Doha, Qatar.
Position: Accountant, Since March 03rd 2019 to November 04th 2019.

· Sole responsible for Accounts and other office works of the company completely. 

· Handling all the accounting works of receivables, payables, costing, petty-cash, banking and others.
· Majorly responsible for accounts receivable, costing and banking works on day to day basis.
· Preparation of all sales invoices, costing of goods and P&L account, sales report, inventory report and MIS reports monthly.
· Preparation of accounting reports likes Purchase orders, consignment bills and delivery notes, cash management etc. on daily basis. 

· Preparing Admin/Dep. capital reports, share capital reports and others monthly. 
· Updating all the reports everyday and monthly to maintain accounts for the finalization at the end of the year. 
· To be in touch with the creditors and debtors for the follow up of the payments regularly to maintain zero balance at the end of the month.
· Dealing with new people to make clients for the sales of goods on regular basis for new business. 
· Visiting sites of the clients where the goods are supplied and keeping a track of its response and reviews.
2. CARREFOUR (MAJID AL FUTTAIM), Doha, Qatar.
Position: Accounts Clerk, Since 01st July 2018 to 09th January 2019.
· Responsible for Major Sales Part of the Company by handling all Sales Accounts respectively.

· Responsible for Daily Sales, Pending Sales, Banking Transactions, Credit Card Reconciliations, Credit Transactions and others on daily and monthly basics.

· Booking all the transactions in J.D.E Oracle System for all above mentioned activities.

· Responsible for making all entries in system and maintain all records in excel data.

· Responsible for the reconciliation of all above mentioned accounts so that there should be no pending balance for the month.

· Making reports at the end of the month so that it will be helpful in auditing at the end of the year. 

· Updating all the Sales Accounts and sending the reports to the managers at the end of the month.

· Co-coordinating with rest of the accounting team for closing of accounts every month.
· Responsible for Mass Invoice Control of goods purchased from suppliers.

· Preparation of supplier’s invoices in the GIMA and J.D.E Oracle software by entering all the invoices data into it.

· Validating the unbalanced invoices by calculating, analyzing and looking into the issues on daily basis.

· Coordinating with the suppliers and finding out for the wrongly charged prices etc. for the invoices and amending it before finalizing.

· Responsibility of validating the invoices on daily basis by calculating the goods not received, wrong pricing made by suppliers etc. to balance the invoices before payment. 

· Helping the goods receiving department to make sure the invoice is correctly received without any major flaws.

· Posting of payment entries and others in the GIMA and JD system for the suppliers.

· Finalizing the accounts of the suppliers individually at the end of every month before making the payments.
3. RELIABLE DIGITAL SCALE, Hyderabad, India.  
Position: Accounts Executive, from 01 August 2016 to 28th February 2018.
· Preparation of Local Purchase Orders for the suppliers and checking the invoices from the suppliers.
· Preparation of Sales Invoices for the clients and the direct customers.
· Preparation of sales return and purchase return invoices. 
· Maintaining up to date billings/invoicing and monitoring non payments.
· Keeping record of inventory by preparing inventory report every month.
· Making final sales and purchases report to know the total amount of sales made and purchases done every month for finalization of accounts.
· Managing all the banking tasks like RTGS/NEFT transactions, Cash deposits and with-drawls, Checks deposits and others.
· Arranging everyday expenses for the staff and making its reports and other payable.
· Meeting the clients regularly and solving their financial related queries from both the sides.
· Maintaining the financial data secure and secrete to present it for annual financial position of the business to the Senior Authorities.
4. NAS MANPOWER SOLUTIONS, Riyadh, Saudi Arabia.
Position: Accountant, from 15 July 2014 to 13 June 2016.
· Preparation of Sales Invoices For more than 110 clients every month in Microsoft CRM module, Alpha ERP & Excel 2010. 
· Major Responsibility of handling all the Sales Invoices monthly wise. 

· Maintaining Records of all receivables by recording all Sales Invoices, Debits & Credits Notes. 
· Posting customer payments by recording cash, bank and checks transactions.

· Updating receivables by totaling unpaid invoices.

· Resolving invalid or unauthorized additions & deductions by making adjustment entries.

· Summarizing receivables by maintaining invoice accounts and coordinating monthly transfers to receivable accounts and verifying totals.

·  Preparing Final “Sales Report” at the end of every month and at the end of the year to know the yearly revenues.

·   Maintaining all the data in “Alpha ERP” software.
· Preparation of Accrued and Net Salary in “Alpha ERP” every month to finalize the total sales for the audit report at the end of the year.
· Generating all the reports from “Alpha ERP” system and maintaining it for the auditing at the end of the year.
· Recording, Summarizing & Analyzing all the records of receivables in the CRM (Customer Relationship Management) Software.

· Keeping the report of basic payroll process like salaries additions, deductions, allowances and others.

	Personal Skills: 

Knowledgeable on all facts of financial accounting, administration, and computer literate. Well versed on Office works. Can adopt and handle pressure at minimum supervision. Problem Solving abilities and Strong Communication Skills.  A good team player with friendly nature. Innovative, co-operative and highly Self-Motivated.



Personal Profile:- 

· A Male Muslim.

· Married with two dependents.

· 29 years of Age (D.O.B 21.05.1990).                                                                      
Declaration: I hereby declare that all the above information provided is true.                 

           Thank You.

