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MUHAMED THOUFEEQ.KC
                                                                   
Mob   : +974 55900365
Email  :   thoufee.kc@gmail.com                                                                 
Current Address:Bin Omran ,Doha, Qatar.
	CAREER OBJECTIVE


	6 years experiences an accountant with in depth knowledge of accounting tools, procedures and transactions. Seeking to work in a challenging environment and grow with the company to achieve its goal and get additional knowledge.



	


Career Summary
· A detail oriented with excellent knowledge of accounts possesses rich experience of 5+ years of experience in financial.
· Planning, analysis and accounting principles GAAP.

·  Admirable capacity to improve and maximize overall business and finance function integration through effective communication processes.

·  Experienced in keeping the records of daily financial transactions and analyzing the financial aspects of organization.
Personality Traits     
· Good analytical, logical and Communication skills,
· Proficient in grasping new trends with Problem solving approach.

· Learned to value commitment and goal setting, time bound & result oriented mission & initiatives.

· Possess good team spirit helping in easy achievement of the organizational & personal goals.

· Hardworking and sincere with a drive to deliver results in challenging parameters.

· Strong analytical and problem solving skills.

· Keen Observer.
· Multitasker. 
Professional Experience
1. Duration                   : May 2017-Present,Aamal Trading & Distr. Qatar 
          Designation               :  Accountant
Job Responsibilities
· Preparing and analyzing accounting records and financial statements reports.
· To assess accuracy and conformance to reporting and procedural standards of the reports.
· Avoiding outstanding expenses and managing the petty cash.
· Handling ledger accounts and keeping the check for any invoices or payments.
· Assist the internal and external auditing.

· Preparing financial documents such as invoices, bills, and accounts payable and receivable 
· Updates receivables by totalling unpaid invoices.

· Maintains records by filing invoices, debits, and credits.

· Managing payroll

· Completing bank reconciliations

· Entering financial information into appropriate software programs

· monitor accounts to ensure payments are up to date

· Verifying bank deposits

· Managing day-to-day transactions.
· Posting daily receipts
· Maintaining Purchase & Sales including Stock Register

· Documents financial transactions by entering account information.

· Research and resolve invoice discrepancies and issues.
· Handling Petty cash.
2. Duration                 : January2013-April2017, Al Manara Holding,   

                                Doha-Qatar                        

         Designation
           :  Accountant

Job Responsibilities
· Prepares payments by verifying documentation, and requesting disbursements.

· Handling sub contractors account(Advance, Retention etc)

· Prepare LC (Letter of Credit).
· Contributes to team effort by accomplishing related results as needed. 
· Documents financial transactions by entering account information.

· Recommends financial actions by analyzing accounting options.

· Substantiates financial transactions by auditing documents.

· Maintains accounting 
controls by preparing and recommending policies and procedures.

·  Guides accounting clerical staff by coordinating activities and answering questions.

· Reconciles financial discrepancies by collecting and analyzing account information.

· Secures financial information by completing data base backups.
· Records fixed assets and depreciation.
· Control and review purchase order payments so that vendors are paid within the credit   

           period      
· Review and reconcile vendor accounts statements for the company to ensure accuracy of records and identify issues requiring further action
· Ensure related entries are booked into the system to ensure the system is updated  

            at all time.
      •    Maintain project-related records, including contracts and change orders
·  Authorize the transfer of expenses into and out of project-related accounts

·  Maintained construction files for all paid invoices, drew application for all projects

·  Reviewed constructions costs with project manager for payment requests

· Review and making for approval supplier invoices related to a project

· Review and approve time sheets for work related to a project
· Managed accounts payable, accounts receivable, and payroll departments
· Maintain and increase knowledge in the accounting software for the construction industry as it relates directly to Costello Construction.
· Maintains professional and technical knowledge by attending educational workshops, reviewing professional publications, establishing personal networks, participating in professional societies.

· Accomplishes the result by performing the duty.
3. Duration 

: August 2009 – September2012, KK Construction, Bangalore.                                     

         Designation             : Junior Accountant.
Job Responsibilities
· Establishing table of accounts
· Update accounts receivable and issue invoices

· Assist senior accountants in the preparation of monthly/yearly closing
· Update financial data in databases to ensure that information will be accurate and immediately available when needed

· Assist with reviewing of expenses, payroll records etc. as assigned
· Using accounting tools wherever necessary.
· Preparing forms and manuals for accounting and bookkeeping personnel
· Maintaining and examining the records of government agencies.

· Posting of payments into the Accounts system
· Managing cash payment vouchers
· Post and process journal entries to ensure all business transactions are recorded
Educational Qualifications

2011-2013    :M.com (Master of Commerce) from Madurai Kamaraj University-India
2006-2009
: B.com (Bachelor of Commerce) with Computer Application from ST. Joseph’s College, Kannur University, India, Kerala.
 


2004-2006
: Completed 12th Std, State Board of Kerala from Kannur, India Kerala.
2004
: Completed 10th Std, State Board of Kerala from Kannur,India, Kerala.
2016-Present: Doing CMA (Certified Management Accounting)
	Software Exposure


· Software                             : Oracle, Tally knowledge, Pioneer Plus.
· Programming Skills              : Installation of all softwares, Internet skills
· Microsoft Office tools 
    : PowerPoint, excel, word, picture    

                                             Manager, Outlook
· Operating System 
     
 : Win 2000,Win XP, Win vista, Win 7
· Quick learning skill of programs
· Good typing skills
Personal Information

	Date-of-Birth
	 28th April 1984

	Gender

	 Male

	Nationality  

Marital Status 
Religion        
Passport No 
Visa Status         
	 Indian

 Married
 Muslim-Islam.
 J 1046552 & Validity is 06/06/2020
 Work Visa (Transferable with NOC)
Qatar ID No.28435641021

	Qatar Driving Lic.No     

Languages Known                                          
	: 28435641021 
: English, Malayalam, Hindi and Tamil.


Declaration
I hereby declare that the above furnished information is true to best of my knowledge and belief
Muhammed Thoufeeq.KC
Date: 

