
CoverLetter

To

TheRecruitmentManager

HumanResourcesDepartment.

DearSir/Madam:

Thestrong coverto grow inlifebyassociating withaninstitution/corporatehave
motivatedmetoforwardmyresume’foryourevaluation.Itbroadlydepictsthesynopsis
ofmyprofessionalandacademicbackgroundandtheexcellentexposureandindustry
experienceIhaveacquiredovertheyears.

Iam aself-motivatedanddrivenindividualwhocanworkunderminimum supervision.
Mystrongpointsaremyeagernesstolearn,mycapabilityofworkingeffectivelyunder
pressure,andalsomyefficientabilitytoworkaspartofateam,andbeaneffective
team player.

Iam confidentthatIwouldbeanassetifgivenanopportunitytoworkatyouresteemed
organization,andwoulddomyutmosttotheentiresatisfactionofmysuperiors.

Inanutshell,ifyouareseekingforayoung,enthusiastic,responsible,andenergetic
personwhounderstandspeople,whoiscapableofacquiringexcellentsupportfrom
othersandwhoiscommittedasittakestoachievetotalsuccessandreadytoworkina
crossculturalenvironment,thenpleaseconsiderwhatIhavetooffer.

Workismypassion,andIassureyouthatmyservicewillbefullofenergy,enthusiasm,
dedication,anddevotionindeed.

Thankyouforyourkindgestureandlookingforwardtohearfrom you.

SincerelyYours,

M.A.RAHEEM
GSM #:+971525348997



Curriculum Vitae.

M.A.RAHEEM

FinancialAccountant

Personalsummary
PassportNumber P4532897
PassportValidity 20thSep2026
Gender Male
Nationality Indian
MaritalStatus Married
Age 31Yrs

DrivingLicenseOmanDrivingLicense

E-mail:maraheem4u2@gmail.com

Contactno:+971-525348997

OBJECTIVE

Toobtainachallengingpositioninareputableorganizationandtoworkincongruencewith
organizationinmulti-nationalenvironmentwithhighlyskilledandprofessionalapproach.Seeka
carrierinaprogressiveenvironmentthatcanhelptoimprovemyprofessional,creativeand
managerialskillsandtomeetthecompetitiveneedsthroughself-motivationandresultoriented
approach.

EDUCATION

YEAR DEGREE/CERTIFICATE INSTITUTE AGGREGATE%

2011 MBA-Finance
MeritInstituteofBusiness 68%
ManagementandTechnology
Hyderabad.

2009 B.Com-Computers
GPullaReddyDegreeCollege 62%
Hyderabad.

COMPUTINGSKILLS

Application

Programming
MicrosoftOffice,Windows98,2000,XP

TFAP(Tally FinancialAccounting Programmes)
From An Authorized Centre TALLY ACADEMY



SantoshNagar,Hyd

TallyERP9,Tally9

WORKEXPERIENCE

WorkExperienceinOman:

AlBashayerSplMedicalCenterfor5Year5monthsasanAccountantCum Admin

Workfrom 1Sep2012toTillNow.
Roles&Responsibilities

 Preparing&MakingMonthlyInvoicesFortheCompany&Insurances
 Submittingtheinsurancesinvoicesthroughonline
 CollectingthePaymentFrom theDebtors
 Issuingthepaymenttothecreditors
 Checkingthepurchaseorder
 Maintainingpettycashbook
 Deposits&WithdrawlsFrom thebank
 Keepingarecordofpatients’information
 Draftingletters,quotationstosupplierandcustomerswithinvoicestocustomers
 Preparationoftrialbalanceandprofit&lossstatementsandfinancialbalance

sheet.
 Reviewingandreconcilingthedebtorsandcreditorsaccounts,liaisingwiththem

reconcilingstatementofaccountsandmakingreceipts&payment
 IntegratedA/cWithInventory
 IcanHandleAdministrationwork
 Wehavetocoordinateforthesupplyfrom thesupplier
 Ihavetoco-ordinatewithmysenioraccountantforsubmittinginvoicetothe

company.
 Responsibleforfeedingdata,updatingandeditingdocuments.
 Store,Scan,organize and maintain documents,adhering to the company's

documentlifecycleprocedures,andarchiveinactiverecords.
 Helpprojectmanagersandengineersindevelopandmaintaindocumentssuchas

meetingminutes,drawings,specifications,certifications,approvalsandrelated
items.

 Safeguardinformationandretrievedatamoreeffectivelyintimelymanners
 Providingsupporttoclientsbyschedulingmeetingsandappointments

WorkExperienceInIndia:

Workedin“Ahmed&companyUnaniPharmacy”asanAssistantaccountantfor“2”
yearfrom 5thFebruary2010to30thJune2012.

Roles&responsibility:
Maintained Complete FinancialAccounting on Tally ERP.9 Accounting Software
(RecordingDayToDayBusinessTransactiontoFinalizationofA/ci.e.UptoProfit&
LossA/cAndBalanceSheetByMaintainingCompleteTallyFeaturesIncludes
 BillsWiseDetailsForDebtorsAndCreditors,InterestCalculationForDebtorand

Creditors
 Reviewingandreconcilingthedebtorsandcreditorsaccounts,liaisingwiththem



reconcilingstatementofaccountsandmakingreceipts&payments.
 PerformingInventorycontrol,Maintainingrecordsforfixedassetsofthecompany
 Preparationoftrialbalanceandprofit&lossstatementsandfinancialbalance

sheet.
 CostcentersForEmployees
 MaintainPriceList(FixingDiscountForOldCustomersAndNewCustomer)
 IntegratedA/cWithInventory
 Preparingmonthlysalesreport,purchasereportandhandlinginventory
 Draftingletters,quotationstosupplierandcustomerswithinvoicestocustomers
 Makingcashflowstatements,maintainingbankaccountanddailydeposits
 Handlingpettycashandmaintainingpettycashregister

EXTRACURRICULRACTIVITIES

Playingcricket,ReadingNewspapers

STRENGTHS

 Highlydeveloped/diversifiedinterpersonalskills
 Financialapproachtoproblem solving
 Accuratewithgreatattentiontodetail
 Capabletoworkunderaggressivetimelines
 Pleasantmannerwithahighsenseofcommitment,integrityandpatience
 ExcellentAnalytical,InterpersonalandCommunicationskillsandagoodteam player

Declaration:

Iherebydeclarethatalltheabovementionedinformationaretruetothebestofmyknowledgeandbelief,
SoIcouldassureyou,thatIcoulddomybestuptoyoursatisfactorylevel.

THANKINGYOU,

M ARAHEEM

LANGUAGESKNOWN

ENGLISH
URDU
HINDI

FLUENT
FLUENT
FLUENT


