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Employment Experience 
Ahmed Alwazzan & Sons W.L.L.




        July 2017 to till date
Position: - Accountant  
· Accounts Receivable and Payable

· Monthly Sales Report Branchwise and Profit / Loss Report

· Monthly Sales & Budget Report

· Reconcile Bank Statement

· Finalization of Accounts

II   Oriental Printing Press – BAHRAIN


         April 2016 to July 2017
      Position :- Accountant 

Job Role

·  Prepare and process invoices
· Statement of remittance and disposition of funds. 
· Preparing reports as required by the chief executive.
· Prepares Records all payments in cash and bank journal.
· Process accounts payable and accounts receivable.
· Reconcile bank accounts.
· Review and enter month end close including adjusting journal entries.
                Page 1 of 4
· Prepare and post monthly and quarterly accruals.
· Maintain general ledger.
· Generate periodic financial reports.
· Prepare and issue invoices and review checks and invoices received 
· Secure and preserve the pay accounts and other such paper and property in order of their importance. 
·  Acting as authority for the approval of orders. 
·  Preparation of final Accounts.
III      Comtech Middle East W.L.L. – BAHRAIN


Feb 2012 to April 2016
Position :- Accountant
Job Role
· Reconcile finance accounts 
· Create and maintain accounting spreadsheets and post vouchers to predefined accounting database

· Handle cash allocation tasks and prepare checks

· Ensure that all calculations are verified and that correct entries are being posted to the database

· Handle petty cash allocation and transactions

· Manage accounts receivable and payable activities in accordance to the company’s procedures and protocols

· Manage customer invoice and preparation activities

· Coordinate deposit activities and make sure that delinquent customers’ accounts are followed up

· Perform analysis on discrepancies and take measures to correct them

· Balance general and subsidiary ledgers

· Provide payroll support to other accounting professionals by performing appropriate checks

· Assist in locating bills and proof of deliveries

· Handle clerical duties such as opening and sorting mail and received bills

· Prepare and maintain fixed asset inventory lists

· Provide monthly closing support to other accounting professionals

· Manage bank transfer activities and employee expense reports

· Preparation of final Accounts.

Page 1 of 2

IV   Petrogulf W.L.L. Doha-Qatar (Bhatia Brothers Group Dubai)  May2007 – June 2011  
Position :- Asst Accountant 
Job Role 

· Data typing and encoding.
· Checking of payables prior to check preparation.
· Preparation, processing & releasing of checks.

· Accurate Accounting of Sales & Receipts.
· Reconciliation of bank reconciliation statement.
· Maintaining computerized Accounts Ledger in sun system.
· Maintaining Debtors & Creditors expenses & other Ledgers in sun system.
· Processing the timely collection of accounts receivable & scheduling payment to creditor.
· Keeping record of routing exp. & translation relating accounting in MS office.
· Drafts routine forms and letters.
· Ensures the timely remittance [online] of various reports to the bureau of internal revenues.
· Coordinating with sales department and advising them on the credit rating of the various clients to ensure potential bad debts. 
· Follow up collections of customers.
· Accounting and handling of Accounts payable in depth including reconciliation thereof.
· Knowledgeable in Windows applications.(Microsoft Word, Microsoft Excel)
· Maintenance of daily transaction sheet and bank transaction report together with routine work. 
V
Rachana Engineering and Construction- Baroda, Gujarat ,  India        July 1996  –May 2007
Accountant Cum Computer Operator

· Maintaining computerized Accounts ledger in tally package.
· Maintaining Bank book and cash book as per Bank Statements.  
· Maintaining Debtors & Creditors, expenses & other Ledgers in tally.  
· Manual preparation of accounts of different companies and trusts. 
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Educational Qualification

· Bachelor of Commerce from M.S. University of Baroda, Gujarat in 1996 with accounts & audit.
· Diploma in Computer Applications. 
· Microsoft Word, Micros oft Excel, and Tally ERP
Personal Details

Present Address
:
Manama, Kingdom of Bahrain
Bahrain CPR No
:
751246263

Passport No
:
N1654705
Nationality
:
Indian
D.O.B
:
December 29, 1975
Marital Status
:
Married
Languages
:
English, Hindi & Gujarati.
Strength

Enthusiastic, hardworking and career minded.  Self motivated and adaptable to new situations.  Ability to communicate at all levels.  Analytical and practical approach to problem solving.  Passion to learn.
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NIMESH KUMAR SHAH





  ACCOUNTANT  








