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Shareef P.P

 Dubai, UAE.
     Mob: +971 55 9230354
    Email: shareefpp77@gmail.com

Career Objective

           To seek a professional job opportunity with a reputed organization where in my ability and education will be utilized to the maximum level contributing to the success of the organization and self-growth in the company hierarchy.

Work Experiences
Hayat AL MADINA SUPER MARKET, Dubai, UAE         March 2013 – Till Now
Role:           Accountant cum Office Administration
· Manage Accounts Payable, Accounts Receivable & prepare invoices for payment. Manage payroll function for 37 employees.
· Conduct month-end transactions, reconciled bank statements, credit card statements, and daily sales.

· Coordinate the input of and payment of vendor invoices and check requests.

· Handling cash for purchase and sales.

· Prepare Trial balance, Profit & loss account, Balance sheet etc.

· Manage office administration works, attending phone calls.

Windowsoft IT SOLUTIONS, Kerala, India                         Aug 2011 - Nov 2012
Role:            Accountant cum Administration Clerk
· Conducted month-end transactions, reconciled bank statements, credit card statements, and daily sales.

· Audited daily ledger, cash and Bank book.

· Maintained the general ledger, prepared profit and loss, balance sheet, and cash flow statements.

· Performed general office duties and administrative tasks.
· Handled customer queries over the telephone and through email.

Abudhabi Commercial Bank, Centralized File Unit Department, Abu Dhabi, UAE. By Outsource Company- Aramex International       Dec 2007 - May 2011
Role:        Document Controller
· Maintain central filing of all documents from branches in UAE.

· Data Entry of in carry/dispatch/Updating files/Bill details.
· Maintain proper records for all customer documents and copies of Passport/Trade license/Labor card/Identity card from branches.

· Record keeping of received and sent documents to the customers and branches.

· Managed requests from branches for documents by telephone and email.

· Perform other duties from time to time as the need arises.

INFOSIS COMPUTERS, Kerala, India                                  Jul 2006 - Aug 2007
Role:        Accounts Asst. cum Computer Faculty 
· Managed Bank reconciliation and Ledger entries.

· Audited daily ledger, cash and credit sales.

· Coordinated the input of and payment of vendor invoices and check requests.

· Responsible for managing the payroll, stock control and credit control.

· Taught Oracle, Ms Access and SQL Server to the students.

Institute of ACCOUNTANCY, Kerala, India                        Aug 2001 - Nov 2005    
Role:         Accountant cum Faculty 

· Assisted in accounts receivable and accounts payable functions.

· Maintained the general ledger and prepared profit and loss and balance sheet. 

· Managed financial bookwork including all bank reconciliations and cash flow statements.
· Prepared Federal and state income tax returns for various corporate clients.
· Taught Ms Office, Manual Accounting, Tally and Peachtree to the students.

Academic Qualifications
· University Graduate from Calicut University, Kerala, India
· Higher Secondary Education in Science and Mathematics from Board of Higher Secondary Education, Kerala, India
· Secondary School Leaving Certificate from Dept. of General Education, Kerala, India
Professional Qualifications
· Diploma in Computerized Financial Accounting from Mahatma Education and Charitable Foundation, Govt. of Kerala, India
· Diploma in Practical Accounting from Institute of Accountancy,India
· Type Writing English from Board of Technical Education, Govt. of Kerala, India.
· Diploma in Computer Hardware and Networking from All India Council for Technical Education, Govt. of India
· Diploma in Computer Application from Aptech Computer Education, India
Computer Skills
ACCOUNTING PACKAGES
 :  Tally, Peachtree, QuickBooks 
PACKAGES                             :    Ms Word, Ms Excel, Ms Power point, Ms Outlook     

                                                       Page Maker

OPERATING SYSTEMS
 :   Ms Windows XP/2007, Linux, Ms Dos
DATABASES
      
             :   Oracle, SQL Server, Ms Access 
HARDWARE
Assembling and reassembling of computer peripherals, Scan and remove virus, Installing & Updating software, Installing, monitoring, maintaining and optimizing LAN network hardware, etc.
Personal Profile

Date of Birth

:  Jan 05, 1978
Sex


:  Male

Marital Status

:  Married

Nationality

:  Indian

Passport No

:  G 3548639
Driving License

:  1067/95/CT (India)

Visa Status

:  Employment

Languages Known
:  English, Hindi, Malayalam and Arabic (Basic)
References
Available on request

