
Curriculum Vitae
Mohammad Shakeel

Accountant

Mobile: 0091-9515345273

Email:shakilsadia765@gmail.com

Address: Hanamkonda Warangal

Telangana , INDIA

 Languages
Known:

 English, Hindi, Telugu

& Arabic

 Skills:

 Accounting Packages -

Venus, Tally,Wings,

Focus, Dac –Easy, ERP

 Windows 98/2000

 MS Office

 Personal Details:

Nationality: Indian

Religion: Muslim

Date of Birth: 02-02-

1983

Gender: Male

Marital status:

Married

Passport No.: V6982419

 Profile

Having more than 16 years experience in the field of Accounts &

Finance using different Accounting Packages like Tally ERP.9,

Peachtree, Venus & Wings with extensive knowledge of Management

& Financial Accounting, Analysis, Inventory & Stock Management,

Auditing, Business and FinancialManagement &Management

Information System.

 Career Objective

To work in a challengingenvironment of an esteemed organization's

Accounts & Finance department and contribute to its overall growth.

 Education:

Bachelorof Commerce withComputer Applications Kakatiya University,

Warangal, India – 2004

Work History

1. HH Amir Sheikh Tamim Bin Hamad Al Thani ( Rayyan )
Qatar Doha ( Accountant )

Apr-21 – Oct-24

Job Responsibilities :

 Ensuring the accuracy of financial documents, as well as their
compliance with relevant laws and regulations

 Preparing and maintaining important financial reports
 Everyday update of Fruits & Vegetable price in ERP as per
Qatar Ministry of External Affairs.

 Invoicing to Customers like Carrefour, Lulu , HH Shaikh Tamim
Bin Hamad Al Thani Family , Family Food Company.

 Aging Reports
 Evaluating financial operations to recommend best practices,
identify issues and strategize solutions, and help organizations
run efficiently



 Personality
Profile:

 Highly adaptable

 Comfortable in

dynamic environments

 Detail-oriented

 Organization &

Analytical Skills

 Interpersonal Skills

 Offering guidance on cost reduction, revenue enhancement,
and profit maximization

 Conducting forecasting and risk analysis assessments

2. Amir Mazra ( Farm ) Kuwait ,

Suwaik Industrial area

Job Responsibilities :

 Preparing Costing of Khalta ( Sand ) purchase from Germany

 Plants seeds purchase from different clients

 Preparing sales Reports quarterly

 Preparing Invoices , Aging Report,

 Cash flow statement weekly

 Petty cash , Salary process

 Bank Reconcilation statement monthly

 Yearly Inventory , Audit process.

3. Mastery Space Advertisement Co. ( Accountant )
Kingdom Of Saudi Arabia ( Riyadh ) Olaya

Aug-19 - Oct-21

Job Responsibilities :

 Prepare budget forecasts.

 Publish financial statements in time.

 Handle monthly, quarterly and annual closings.

 Reconcile accounts payable and receivable.

 Timely bank payments.

 Compute taxes and prepare tax returns.

 Quaterly Tax payments

 Preparing Invoices

 SOA follow up outstanding receivables

 Manage balance sheets and profit/loss statements.

4. Zannah al Baraka Holding Group of Companies
Dr. Jamal ( Saudi National )

Kingdom Of Saudi Arabia Abha ( General Accountant )

Mar 16 – May 19.

Job Responsibilities:



 Perform weekly cash account and credit card reconciliations.

 Prepare journal entries and support month – end close process.

 Correspond with vendors.

 Assist with year – end audit requests and other ad-hoc assignments

as needed.

 Co-ordinate with franchiser for further future sales promotion.

 Improving sales by making team work by coordinating with the sales

staff to achieve the target sales.

 Maintaining records by filing documents.

 Prepares financial reports by collecting, analyzing and summarizing

account information and trends.

 Oversee accounts payable process for restaurant locations and

corporate level.

 Assist stores in resolving invoicing questions and basic P&L variance

questions.

 Perform monthly reconciliations for several general ledger accounts.

5. Fresh Fruits Company
Accountant , HR, Payroll WPS Specialist

U.A.E. Dec 13 – Feb 15

Job Responsibilities:

 Tally ERP Accounting programme entries, reports.

 Salary Processing: Daily Attendance Report, Leave Summary, OT

Report, Loan Recovery Entries, Approval from Internal Auditor,

Transfer Letter Preparation, SIF CD Preparation, Follow up with the

Bank to process the salary, JV Entries in the Accounts programme.

 Leave Salary: Leave History, Information to Department heads,

Computation (Resignation Termination &Non-Renewal), Cheque

preparation, Passport Release from PRO.

 Final Settlement: (ASAP the moment we receive all the details):

Computation (Resignation, Termination &Non Renewal), Approval

from Internal Auditor, Cheque preparation, Passport Release from

PRO, JV entries in the Accounts System Programme.

 Daily Routine Work: Creating Employee ID & Finger Prints in the

Punching Machine, Daily Attendance updating for staff, Extract



Employees details for Management Requirement, Coordinate with

Legal Dept., for Employees settlement, Filing of documents into

Employees file, Report for New employee joining, Report for Re-joining

from Vacation, Sick leave or any other leave approval / Action to HR.

6. Magus International (A Division of Mahmoud Said Fakhry&. Sons
Co.)

Accountant

Kingdom Of Saudi Arabia , Jeddah . Oct05 – May 12

Job Responsibilities:

 Accounting Transactions of the whole Organization

 Monitoring the Cash Flow & Bank Transactions.

 Monitoring, Directing and coordinating the work of the Subordinates.

 Reporting to the Finance Manager & Discussing Issues related to

Finance & Accounting.

 Implementing new Costing and Accounting Procedures as needed and

See that they are practiced.

 Ensuring the Accuracy of the Accounting Transactions by conducting

InternalAudit in timely intervals.

 Responsible for the Payables within the Organization.

 Responsible for maintaining and controlling Item codes and the

Inventories for the whole Organization.

 Monitoring the day to day Cash Transaction of all the Branches with in

the kingdom.

 Responsible for Preparing Reconciliation Statements for Bank & other

Ledger accounts.

 Assisting the Finance Manager in Preparing Income & Expenditure

Account andBalance Sheet on monthly basis.(Consolidated &

Individually for each Branch)

 Calculating Monthly Turnover & Commissions Payable to the Sates

Personals.

 Maintaining the Cost of Operating the Factor,' & Production.

 Preparing Various Financial Analysis's and generating reports to help

themanagement take better Decisions.

 Maintaining HealthyManagement Information System.

 Coordinating all the responsibilities of the Accounts & Finance

Department.

7. Accounts Trainee for a Chartered Accountant– India Feb 98 – Dec
01



 Declaration:

I hereby declare that, the information stated above is true and
correct to the best of my knowledge and belief.

I assure to serve the organization with my full ability honestly
and sincerely while providing my best attention and services at all
times.

Sincerely,

Mohammed Shakeel



 

 






















































