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P.O. Box No: 223, Salalah, Sultanate of Oman
Phone No and WhatsApp:  +968-99294707
E-Mail: lareefplus@gmail.com



PROFESSIONAL BRIEF

Over 16 years of extensive experience in the fields of accounting, auditing, and administration in countries like          Sri Lanka, Saudi Arabia, and Oman (Current). Working in different industries like microfinance, petrochemicals (supply chain), Textile, construction, Ready mix, Crusher, Plant hire and oil and gas. Involved in providing full support to achieve the company's goals, especially by increasing profits with strong skills.

Throughout career, demonstrated a strong understanding of financial management in the following areas, which contributes significantly to improving the company's financial accuracy, ensuring regulatory compliance, and boosting operational efficiency. Areas of expertise includes

Areas in Expertise

· Financial Auditing                                                              -    Bond (Tender, Performance, Advance, L/G…etc.)
· Financial Statements (P&L, BS, Budget and CF)	-     Accounts AR/AP
· Inventory Management (MR, GRN, MI…etc.)	-     Fixed Asset Management 
· [bookmark: _Hlk190706018]Procurement (PR, Quotation, PO)			-     MIS - Reporting 
· Payroll Management, WPS				-     Petty Cash Management
· Budgeting						-     HR and Administration.
· VAT Return						-     Bill Disuniting 
· Money Transactions (TT, IBT, PDC, CDC)		-     Bank Reconciliation
· Logistics						-     Letter of Credit
· Ledgers Maintain and Journal Entries		-     Expense Reconciliation
· Costing and Pricing					 -    Fleet Management
· Documentation 					 -    Internal and Cost Control 

Career Achievements 

· Managing multiple projects under pressure
· Implement Financial System as per Financial Procedure.
· Implement proper inventory system, Documentation and Data entry system.  
· Guiding workers to compete the work in timeline.

OBJECTIVES

· Achieve a challenging career in Financial Accounting and Auditing field.
· Maintain professional competences and professional behavior.   
· Ensuring organization’s good performance and growth

KEY SKILLS

· Reporting Skills and Deadline-Oriented
· Problem Solving
· Time management and Accuracy
· Team Work and Coordination.
· Planning and Organizing


BRIEF OF EXPERIENCES

INTERNAL AUDITOR
Oman Gulf Group of Company, Oman					
Company Industry: Construction, Ready Mix, Oil and Gas, Crusher, Ticketing and Plant Hire

                                                                                                            Period: Dec-2018 – Present…
Responsibilities

· Examine financial statements (Profit & Loss Account, Balance Sheet, Trial Balance and Cash Flow)
· Preparing the audit reports, make appropriate recommendations to relevant departments to close the finding, and ensure that these recommendations are implemented by appropriate personnel and department.
· [bookmark: _Hlk185417452]Take a closer look at how accounts payable and accounts receivable are performing (A/R-Aging, Bad debt, Collection.  A/P-Aging, Billing, Payment, Vendor Invoice)
· Verify the Subcontractor selection, qualification, performance, payment terms and agreement.
· Verify the Interim Payment Certificate (IPC) and Payment Application with proper supporting.   
· Examine store performance and procurement functions in details (Store – MR, GRN, Material Movement, MI. Procurement – PR, Quotations, LPO)
· Ensure that all financial transactions, documentations and records comply with IFRS standards with adequate and relevant supporting documentation (Journal, VAT return, Ledgers, Expense, income, Payroll, Bank reconciliation, Debit and Credit Note...etc.).
· Ensure that the plant and transportation department operate in accordance with the operations manual and company policies, such as plant handover and acquisition, plant movement between sites, plant repair, service and maintenance, external and internal rentals, and plant purchases and sales.
· Verify the existence and condition of fixed assets and Review depreciation calculations and asset disposals
· Review inventory levels and turnover ratios and assess the accuracy of inventory valuation
· Assess the precision of cost distribution to projects and departments via budgeting. In case of any discrepancies, provide guidance to department heads and project managers to facilitate effective cost control.
· Verify that human resource-related activities comply with labor and organizational procedures (Hiring, Training, Performance evaluation, Vacation. Termination ...etc.)
· Assess project performance against key performance indicators (KPIs)
· Deducting frauds and errors along with the identification of misrepresentation of records
· Establish internal controls when needed to reduce risks and make sure that every department follows the relevant laws, regulations, and the company's own policies and procedures

ACCOUNTANT, 			              	 
Barakath Tex (pvt)Ltd - Sri Lanka,
Company Industry: Textile 

Period: Aug, 2013- Dec,2018
Responsibilities
· Sales audit, inventory control and reconciliation and Reporting to management
· Procurement process for purchasing and monitoring until the items receive in good condition as per assigned order.   
· Maintain Sales and purchase ledger and journal and ensure the proper completion of all the required documents for all purchase and sales transactions.
· Raising invoice for whole sale business and Send to the customer with necessary supporting documents (LPO, GRN, and Statement) assigned time line. 
· Accounts payable and receivable reconciliation (AR/AP)
· Maintain petty cash for daily expenses and reconcile it weekly/monthly wise 
· Prepare bank reconciliation monthly wise.
· Prepare financial statement yearly (P/L account, Balance Sheet, Cash Follow)
· Prepare payroll for the staff
· Keep proper record of customer and supplier payments and reconciliation on monthly basis.
· Work with branch manager for increasing sales, preparation of sales reports, forecasting budget and handle complain as per company procedure.

ACCOUNTANT cum ADMIN COORDINATOR 
Al Majdouie De Rijke Logistics, Saudi Arabia (KSA)		
Company Industry: Supply Chain for Saudi Petrochemical Business

Period:   July, 2010 - Dec, 2012
Responsibilities   
· The preparation of client invoices for the executed tasks and sending to the client for payment 
Collection
· Managing the Petty Cash to cover the expenses incurred during operations
· Manage the purchase request process and track the purchase order until the materials are received.
· Generating Goods Receipt Notes (GRN), managing inventory items, and issuing (MI) the items 
 accordingly.
· Receiving invoices from suppliers, maintaining accurate records, and forwarding them to the Head 
 Office for payment, while ensuring follow-up until the payment is done
· Preparing reconciliations of expenses, supplier payments and customer receivables when required
· Managing attendance records, calculating travel bonuses, and calculating overtime for payroll 
 processing
· Supporting the preparation of budget and cash flow statements
· Maintaining Fix asset

My Role as Admin Officer: -
· Reporting to the Head Office regarding daily operations
· Maintain of the employee’s filing system and monitor and control the employee’s passports to ensure its security and control within the defined administration process and standards
· Mange new starters, rejoin, leavers and exit requirements (visa, ticketing, benefits, clearance. etc,) and coordinate to arrange medical card, insurance, iqama, company IC, accommodation, transport. etc. for the company’s employees
· Arranges meetings for management, coordinates presentations materials and writing minutes of the meeting
· Assist and support the project manager in all logistics activities of the terminal with the day-to-day operation 
· Coordinating for training programme arrangement for employees as per company requirements

ACCOUNTANT					             
Brac Lanka (G) Ltd, Sri Lanka			 			
Company Industry: Microfinance 
            Period: Feb, 2009 - Jul, 2010
Responsibilities
· Carry out day-to-day accounting and bookkeeping and preparing the monthly financial reports (Income & Expenditure, Balance Sheet, Cash follow)
· Follow organizational standard accounting procedures for all payments to vendors/ partners, advance liquidation and prepare & disseminate financial reports timely
· Maintain accurate financial records and keep proper documentation with reference for the external and internal audit 
· Preparing payroll for the staff
· Record all cash inflows and outflows of all programs in all cash and bank ledger and reconciling them monthly wise
· Preparing Bank reconciliation monthly wise.
· Keep in custody all the important credentials of loans. E.g., loan proposal, approvals, disbursement sheets etc. i.e. ensure that loan schemes are safely kept at the branch
· Record and maintain Petty cash 
· Verify invoices and prepare payment vouchers
· Maintain the disbursement/ payment vouchers
· Deposit all funds (both cash & checks) into the appropriate bank accounts
· Assist to ensure correct and timely payments to vendors
· Maintain proper documentation and recording of documents and information
· Maintain leave & movement register, Fixed Asset register
· Update project wise asset register, depreciation register, and other registers properly and ensure that the fixed assets are identified with numbers
· Preparation of voucher code wise and annexed with bills and keeping in proper filling system
EDUCATION

· Bachelor of Business Administration, BBA (Hons) Spl-South Eastern University of Sri Lanka
· Association of Accounting Technician, AAT-Stage -01-AAT Centre
· Diploma in Computerized Accounting-London Institute of Management
· Diploma in Accounting and Finance – E learning Collage
· Diploma in English-CIT Languages test.com
· Diploma in Microsoft Office- College Information Technology 
· ERP-Orion, Ready Soft and Tally

LANGUAGE 

· English-	- Hindi-	      - Arabic -		

PERSONNEL INFORMATION

· Name: Kalaldeen Mohamed Lareef
· Nationality-Sri Lanka,
· Vehicle License-Sri Lanka’s Light vehicle driving license
· Passport No: N7971209

The details I have provided above are accurate and truthful

K.M.Lareef…
image1.png




