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Address: Palakkad, Kerala
Phone: +971 505162921
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Linkedin: linkedin.com/in/muhammad-shafi-9a7224235

PROFESSIONAL SUMMARY

Detail-oriented and reliable Accountant with over 12 years of experience in financial reporting, bookkeeping, payroll, accounts
receivable/payable, and administrative support. Proficient in leading accounting software like Tally Prime, QuickBooks, and
Microsoft Excel. Demonstrated expertise in preparing accurate monthly financial statements, managing invoices, reconciling bank
accounts, and supporting audit processes. Strong interpersonal and communication skills with a focus on accuracy, compliance, and
organizational growth. Currently available in the UAE on a visit visa and open to immediate opportunities.

WORK EXPERIENCE

Accountant

South Malabar Steels & Alloys Pvt. Ltd., Kerala, India

Maintained accurate cash and bank books for local and foreign currency accounts.
Prepared monthly financial reports, inventory status reports, and fixed asset schedules.
Generated customer invoices, E-way bills, and quotations.

Handled accounts receivable and payable operations.

Prepared debtor statements and ensured timely collections.

Managed payroll, statutory deductions, and salary processing.

Supported audit processes and maintained accounting documentation.

Recorded and posted journal entries into the ledger system.

EDUCATION

Jun 2011 - Present

Bachelor of Commerce (B.Com) | University of Calicut

CORE COMPETENCIES

2011

Proficient in preparing and analyzing monthly, quarterly, and annual financial statements to ensure accuracy and
compliance with accounting standards.

Experienced in managing accounts payable and receivable, ensuring timely payments, invoicing, and reconciliations.
Skilled in handling bank reconciliations, cash flow management, and general ledger maintenance.

Adept at using Tally Prime, QuickBooks, and MS Excel for day-to-day accounting operations and reporting.

Strong understanding of journal entries, fixed asset management, and closing procedures.

Capable of payroll processing including salary disbursement, tax deductions, and statutory compliance.
Experienced in maintaining detailed and accurate bookkeeping records in support of audits and internal controls.
Knowledgeable in inventory accounting, invoice generation, and debtors/creditors management.

Skilled in MIS reporting, providing management with timely financial insights and variance analysis.

Demonstrated ability to work independently and within a team to manage multiple accounting tasks under tight deadlines.

TECHNICAL SKILLS SOFT SKILLS

Accounting Software: Tally Prime, QuickBooks

e Effective Communication e Attention to Detail

MS Office Suite: Excel, Word, Outlook ¢ Time Management ¢ Problem Solving

Financial Tools: Bank Reconciliation, MIS Reporting ¢ Interpersonal Skills * Adaptability

ERP/CRM Knowledge: Familiarity with standard accounting modules Project Coordination
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