Mohammed Azeem Manegar.
09 Years’ Experience in Executive Secretary ,Office Admin Cum Accountant & Coordinator

Mobile No:  +966 0593781377
Email: mohdazee1007@gmail.com
 , mohdazee007@gmail.com
Place : Jubail
_____________________________________________________________________________________

Career Objective :
To have a challenging and growth oriented career in management cadre and applying the professional knowledge to serve the Organization in better and efficient way.  I would like to be sincere, dedicative, dynamic and pro-active in my work through which I can realize the goals of the organization as well as my personal goals.

Professional Experience :
Azmeel Contracting Company, Dammam, Kingdom of Saudi Arabia (KSA).
Start/End Dates: December 2014 to Till April 2021
Projects :

Project

: Aramco Home Ownership Program Increment- II 
Client


: Saudi Aramco
Title


: Executive Secretary & Senior Accountant
Start/End Dates
: January 2021 to April 2021.
Responsibilities:
· Preparing of Outgoing Letters for the Client and have the record of all outgoing & Incoming Correspondence from Client & PMC 
· Preparing of Project Petty Cash Statement after getting approval from PM, VCEO and sending to finance department, closing yearly balance confirmation with Finance Dept. 

· Preparing of SRN (Service Received Note) getting approval from PM, VCEO and sending to Finance Department after received of Suppliers & Sub-Contractors Invoice.
· Preparing of Material request in Oracle Software were getting data from Site Engineers, CM, PM and sending to Procurement department & Follow up till release of purchase order.

· Maintaining of project work permit documents, LAR agreements, and Insurance certificate.
· Preparing of Salaries , OT , incentives and all other allowances of employees sending for final approval to Payroll and CEO 

· Preparing of PR (Payment request) to Client according to the Subcontractor Invoices based on completion of site work, following up with client till receiving of Cheque , issued to subcontractor, supplier and same updating in record as well sending finance department.
· Hiring rental employees and coordinating with HR & GR department to be arranging all requirements (i.e. Housing Accommodation, Transportation, and Assignment Memo).

· Coordinating with procurement department & Store Department any requirement (i.e. Cash & materials, any work were struck) pushing to solve the problems in right way and time.

· Coordinating with MEP Department any requirement (i.e. missing materials shortage materials or else any issues with any other department  

Projects :
Project

: Marafiq Head Quarters & RC 815 C13 
Client


: Marafiq

Title


: Executive Secretary & Senior Accountant
Start/End Dates
: December 2014 to January 2021
(Marafiq Approved Title mentioned above)

Responsibilities:

· Preparing of Outgoing Letters for the Client and have the record of all outgoing & Incoming Correspondence from Client & PMC 
· Preparing of Project Petty Cash Statement after getting approval from PM, VCEO and sending to finance department, closing yearly balance confirmation with Finance Dept. 
· Preparing of SRN (Service Received Note) getting approval from PM, VCEO and sending to Finance Department after received of Suppliers & Sub-Contractors Invoice.
· Preparing of Material request in Oracle Software were getting data from Site Engineers, CM, PM and sending to Procurement department & Follow up till release of purchase order.
· Maintaining of project work permit documents, LAR agreements, and Insurance certificate.
· During the document controller absence days taking over his responsibilities and Preparing of Transmittals for submission to Client for all discipline work (i.e. Civil, Electrical, Mechanical , Architect , TQ and others ) 

After the amendment from Client, Work load has been taken from project management team details as below:
· Preparing of Salaries , OT , incentives and all other allowances of employees sending for final approval to Payroll and CEO 

· Preparing of PR (Payment request) to Client according to the Subcontractor Invoices based on completion of site work, following up with client till receiving of Cheque , issued to subcontractor, supplier and same updating in record as well sending finance department.

· Hiring rental employees and coordinating with HR & GR department to be arranging all requirements (i.e. Housing Accommodation, Transportation, and Assignment Memo).
· Coordinating with procurement department & Store Department any requirement (i.e. Cash & materials, any work were struck) pushing to solve the problems in right way and time.

· Coordinating with MEP Department any requirement (i.e. missing materials shortage materials or else any issues with any other department  

· Coordinating with Construction team any requirement of Equipment at site , proposing to Road & Equipment department accordingly to fulfil the requirement uninterrupted work

· Co-ordinate with Clients and Sub-Contractors for Any of New issues to resolve.
Company 

: Taj Leathers & Taj Shoes Private limited, Ranipet.
Title


: Accountant & Admin 

Start/End Dates
: September 2011 to November 2014

Responsibilities:

· Responsible for Closing account in monthly, early both of Company (Daily Expenses, Purchase Bills, Sales Bills, Tax Bills, Bank Reconciliation Statement (BRS) and submit to Auditor.

· Preparing of Monthly Salary Report both of company and getting Approval from Managing Director to release the payment

· Generate the Monthly ESIC & EPF online payment submission and all online payments through Net Banking.
· Responsibility to Customer Focus.

· Prepare Costing file after getting approval from the Customer.

· Prepare production requirement as per Customer order.
Company 

: Lalith Airways Private Limited (logistics) , Chennai.
Title


: Asst. Accountant & Admin 

Start/End Dates
: April 2011 to August 2011
Responsibilities:

· Responsible for Closing account in monthly, early (Daily Expenses, Purchase Bills, Sales Bills, Tax Bills, Bank Reconciliation Statement (BRS)) and submit to Auditor. 

· Preparing of Monthly Salary Report and getting Approval from Branch Manager and sending to Head Office.

· Generate the Monthly ESIC & EPF for online payment submission
Professional Qualification:-
· Graduated in B.COM (Corporate Secretaryship ) From Thiruvalluvar University, Year 
    2011 passing in First Division

· Diploma In Computer Application-Through Knowledge on  MS-Office 

· Tally. ERP 9.0

Technical Expertise Key Skills :-

· Well Known shortcut keys (Word & Excel)

· Extensive knowledge of excel spreadsheets.

· Ability to work in a team. 

· Strong analytical and problem solving skills.

· Organized and well-structured at work

· Very enthusiastic and highly self-motivated person.

· Flexibility & Adaptability of situation.
Additional Information :-
· Notice Period

:
As Soon As Possible

· Date of birth

: 
20th May 1991
· Marital Status

:
Married
Declaration:

I hereby declare that all the information and facts given above are true to best of my knowledge and belief.

Yours faithfully  

Mohammed Azeem Manegar
Date   : 
Place
: Jubail, KSA
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