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USMAN GHANI 
Accountant 
Seeking a position in a progressive organization
where I can make optimum utilization of my
knowledge and potential, leveraging my skills
effectively for professional growth and to
contribute in best possible way towards
organizational effectiveness. 

ug90047@gmail.com 

+91 - 7292909613 

Hazaribagh, Jharkhand, India 

Passport No :- P9783245 

WORK EXPERIENCE 

Accountant 
Arabian Agriculture Livestock & Invest Co 
05/2011 - 12/2015,  Saudia Arabia 

Accountant 
Gagan Electronics 
06/2019 - Present,  India 

Clerk 
Maruti Suzuki 
10/2017 - 11/2018,  India 

Account Assistant 
Marksman Welfare Society 
11/2009 - 12/2010,  India 

PROJECTS 

PNUFW Constructions and Irrigation work. 
Princess Noura University For Women, Riyadh, Saudia Arabia. 

Maintenance work for and Irrigation. 
King Saud University, Riyadh, Saudia Arabia. 

Maintenance work for building. 
Al Rashid project, Riyadh, Saudia Arabia. 

Maintenance work for American compound. 
Bustan Al Olayan Project, Riyadh, Saudia Arabia 

Landscaping maintenance work 
Haiathem Project, Al kharj, Saudia Arabia 

JOB RESPONSIBILITIES 

Maintain day to day books of Accounts in Tally  and Excel. Vat
Calculation. 

Daily preparation of supplier and invoice records. 

Pass Journal Entry, Ledger, Trail balance, Trading Account, Income
statement, and Balance sheet 

Maintain Reconciliation of Debtors and Creditors. 

Update and maintain complete filing system to support financial
records. 

Maintain Internal Audit: Store and Accounts book 

EDUCATION 

Bachelor of Commerce 
IGNOU 
06/2020,  
India 

Commerce 

Diploma in Stores
Management 
Indian Institute of Stores
Management 
12/2017,  
India 

Intermediate 
IGSI College 
05/2006,  
India 

Commerce 

CERTIFICATES 

(CMA) intermediate professional
certification course. (Pursuing) 
The Institute of Cost Accountants of India
(ICMAI) 

Communication & Soft Skills
Course. (2025) 
The Institute of Cost Accountants of India
(ICMAI) 

ADCA Certification Course (2011) 
National Computer Educational Program
(NCEP) 

Accounts Pro Certification Course
 (2008) 
Aptech Computer Education 

Advanced MS Office certification
Course (2007) 
Aptech Computer Education 

Indira Gandhi National Open University 

Jharkhand Academic Council 

Cost And Management Accountant
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JOB RESPONSIBILITIES 

Journal Voucher, Cash Payment Voucher, Bank Payment Voucher,
Reciept Voucher, Sales Voucher, Purchase Voucher, update in Tally
Erp9 version. 

Checking and verifying of invoice through delivery notes, GRN and
make purchase order. 

Prepare and enter billing on computerized system. 

Coordinating, collecting, various documents from operation or from
related parties in terms of a financial transaction related to accounts. 

Checking/analyzing recieved documents along with necessary
approvals/supporting doucuments. 

Update and maintain site staff employee file, Package schedule,
Joining report/Contract for staff clearance. 

Monthly Reconciliation of other accounts as needed including supplier
reconciliation. 

Corresponding and coordinating with team, maintaining good
interpersonal relationship. 

Keep all customers accounts upto date and ready to send whenever
required. 

Making payment to suppliers through cash, cheques and bank
transfer. 

Prepare monthly utilities payment such as Mobily, STC and Kaarba
Electricity bill payments. 

Preparing employees salary. 

Managed payroll function for 350 employees. 

Any other tasks that may be assigned or request of report by the
immmediate accounts management. 

TECHNICAL
KNOWLEDGE 

MS Excel Tally Erp 9.1 

MS Word MS Power Point 

Accounting Management 

Preparation of Financial Statement 

Vat Calculation 

SOFT SKILLS 

Punctual Adaptability 

Good Communication Skill 

Hard Working Solutionist 

Creative Thinker 

LANGUAGES 
Arabic 
Full Professional Proficiency 

English 
Full Professional Proficiency 

Hindi 
Native or Bilingual Proficiency 

Urdu 
Native or Bilingual Proficiency 





Accountant.
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