CONTACT

Delhi India
Mobile: +91 8193060851

rizwanac83@gmail.com

EDUCATION

PROFESSIONAL

PROFESSIONAL & EDUCATIONAL
QUALIFICATION :

@ Master of Commerce (M.Com)
from Kumaun University, Nainital in
the year of 2010

@ Bachelor of Commerce (B.Com.)
from Kumaun University; Nainital
on 2008

@ HSC from B.S.V. Inter College
(U.K. Board) on 2005.

@ SSC from B.S.V. Inter College (U.K.
Board) on 2003.

MOHAMMAD RIZWAN

PROFESSIONAL SUMMARY

To work in a challenging business environment and to excel in all
assignments that | take up in my professional career so as to make a
meaningful contribution to the competitiveness and value of the
organization at large, which in turn also helps in achieving my goals.

SKILLS

@ Have sense of ethics. @ Willingness to take added

@ Ability to produce successful responsibility.

results. @ Successfully completed

@ Good communication skillsand ~ computer training programme

personality. conducted by MICE.

@ Good knowledge of local and @ Working knowledge of MS-office.

other language. @ Working knowledge of
Accounting Package - Tally 7.2 &9
ERP, Focus, Dragon, E task, E -
Promiss System, Quick Books.

WORK HISTORY

January 2019
SENIOR ACCOUNTANT, Sri Sai Institute of Technology
Jaspur

* Prepare the Fee cash collection Received from student and deposit in
the bank

Prepare the Salary for all staff

Maintaining Cash/Bank Transactions & Cash/Bank Books and voucher
preparation

Maintaining Petty Cash

Bank reconciliation

Reports preparing as required Bank

Maintaining Bank Book CC/OD A/c & Bank others Loans Liability

Looking after bank matter like depositing, Issuing cheques with
keeping proper balance day to day

Cash Flow & Fund Flow Statements

Preparing MIS reports as required

Preparing Daily/weekly/monthly reports as required

Preparing Trial Balance, Profit & Loss and Balance Sheet

Reviewing Bank Reconciliation Statements and monthly MIS reports

Book keeping and updating records on daily and weekly basis
including ledgers




Handling accounting operations, including A/R, A/P, financial
statements and analyzing reports for company's operations

Liaison with Internal and Statutory Auditors
Co-ordination and handling the banking officials and activities with
respect to facilities

Advice and Supervise the Team and make them part of the corporate
objective attainment.

May 2011 - November 2018
Senior Accountant, Al-Khalidia Holding Group, Bahrain

Responsible to Financial transition by general ledger accounting
system

Accounts Maintain up to Finalization of accounts

Maintaining fixed assets with depreciation as per company balance
sheet

I maintain inventory like raw materials, finished goods, stock transfers,
physical stock register, Delivery Notes & Receipt Notes Process,
purchase order, sales order, Go down maintain & stock summery

Create the account in system supplier and customer
Prepare settlement of Employee
Preparing to annual audit work documents to this company

Responsible accounting controls by preparing and recommending
procedures

Issued Sales invoice to Customers & Received Purchase invoice from
Vendors

Advance Payments received from the Customers & Advance Payments
Paid to the Vendors

Credit Notes issued to the Customers & Debit Notes issued to the
Vendors

Collection of payment from Customers (Sundry Debtors) & Payment to
the Vendors (Sundry Creditors)

Customer & Vendor reconciliation accounts
Statement issued to the Customers & received from Vendors

Leads accounting staff by coordinate activities and answering
questions

Maintaining Cash/Bank Transactions & Cash/Bank Books and voucher
preparation

Maintaining Petty Cash

Bank reconciliation

Reports preparing as required Bank

Maintaining Bank CC/OD A/c & Bank others Loans Liability

Looking after bank matter like depositing, issuing cheques with
keeping proper balance day to day

Cash Flow & Fund Flow Statements

Preparing MIS reports as required

Preparing Daily/weekly/monthly reports as required
Preparing Trial Balance, Profit & Loss and Balance Sheet

Reviews accounting all documents to ensure accuracy of information
and verifies the entries on the vouchers and corresponding supporting




papers if in accordance with existing accounting and auditing
regulations

Reviews accounting all documents Like- Cost Estimation Report, RP,
LPO, Foreign & Local, Payable Voucher, Payment voucher, TT Payment,
Petty Cash, LAl Payment, GRN Item Value, Credit Sale Invoice, Cash
Sale Invoice, Customer collection Receipt, Debit Notre, Credit Note,
Journal Entry, Inter Company Entry, Credimax card, Debit Card LMRA
Invoice & Payment Receipt, Gosi Bill with Payment, Accrued Medical
Fee With Payment, Electricity Bill with Payment, Office Telephone Bill
with Payment voucher, Review All Document related to Employees
Prov

+ Leave Salary, Prov

+ Indemnity, Leave Settlement & Final Settlements And Payroll work etc.

@ Reviews accounting all documents Like- Cost Estimation Report, RP,
LPO, Foreign & Local, Payable Voucher, Payment voucher, TT Payment,
Petty Cash, LAl Payment, GRN Item Value, Credit Sale Invoice, Cash Sale
Invoice, Customer collection Receipt, Debit Notre, Credit Note, Journal
Entry, Inter Company Entry, Credimax card, Debit Card LMRA Invoice &
Payment Receipt, Gosi Bill with Payment, Accrued Medical Fee With
Payment, Electricity Bill with Payment, Office Telephone Bill with
Payment voucher, Review All Document related to Employees Prov.
Leave Salary, Prov. Indemnity, Leave Settlement & Final Settlements
And Payroll work etc.

July 2008 - March 2011

MUSKAN MEGA MART PVT. LTD, ACCOUNTANT, NEW DELHI
PREVIOUS EMPLOYER:

14}

@ MUSKAN MEGA MART PVT. LTD. NEW DELHI

1%}

@ Position: ACCOUNTANT

4}

@ Working Period: July ‘2008 to March 2011

1%}

@ Working Software: Tally ERP9 MS-Excel & MS-word.

AFFILIATIONS

Certification from Tally Academy Bangalore with Participation on Tally
Financial Accounting Program with Tally ERP 9. Certificate from Microsoft
Academy Dehradun with course completion Teacher Training Program on
2006.

PERSONAL DETAILS:

@ Father's Name : Mr. Ameer Hamza

@ Date of Birth: 01 July ‘1987

@ Gender : Male

@ Marital Status : Married

@ Languages Speak : English, Hindi & Urdu
@ Nationality :Indian




@ Driving License :870730851

@ Passport No. :N 5190598

@ Date of Issue :24-04-2016

@ Date of Expiry :23-04-2026

@ Place of Issue :Bahrain

Present Address : Mohalla Julahan, Eidgah Road, Jaspur.
Permanent Address : Mohalla Julahan, Eidgah Road, Jaspur District
Udham Singh Nagar

(Uttarakhand) 244712 INDIA

DECLARATION:

| hereby declared that the above mentioned information is true to best of
my knowledge and belief.
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BHARTIYA COMPUTER SAKSHARTA ABHIYAN MICE
(A Vrigramme Initisied by Mitkenpism Institute Of Computer Education Delhi)
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