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CV No: 65382

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Finance & Accounts Executive
Talented Finance Executive with diversified background utilizing data from financial and information systems and converting into customized reports that remarkably improve organizational decision making capabilities resulting in increased profitability. Demonstrated track record providing comprehensive financial forecasting, budgeting, and analysis to senior management at various organizations. Possess keen understanding of financial accounting, analytics. Skilled communicator, able to build strong working relationships with co-workers and clients. Adept at using automated/ computerised accounting systems.
Core Competencies:
▪Analysis of financial statements ▪ Book Keeping ▪ Credit Control ▪ Price negotiations ▪ Account Management ▪ Preparation of Accounts returns ▪ Bank reconciliations ▪ Cash flow management ▪ Sales Analysis ▪ Forecasting ▪ Maintaining Ledgers 
▪ Client Relationship management ▪Budgeting 
Career Progression:
Accounts and Finance Executive    







June 2009 – Present
Leading BPO
Key Deliverables: 
· Overall supervision, management and monitoring of Accounts Receivables and periodic reporting thereof to President, CFO and accounts managers
· Posting of revenue and receipts (daily basis), preparation of revenue summaries and invoices for 130 clients.
· Maintaining the receivable ledgers 

· Reviewing Cash flows 

· Managing Cash flows on Daily Basis and projections as required 

· Following up for client payments with account managers

· Analysis of the bank statements.  
· General book keeping 

· Conducting data analysis; compiled comprehensive client reports for submission to the Senior Management
· Reconciling purchase and sales ledgers
· Preparation of Bank Reconciliations

· Preparation of Statutory Accounts 
· Managing Audits, providing the documents required by the auditors

· Preparation of Budgets.

· Analyzing & investigating variance between actual & budgeted numbers.
· Charging the Client’s corporate credit cards thru Merchant & sending them the updated reports

· Managing their records and posting them accordingly
· Last but not least, intercompany invoicing management
Achievements: 
· Reviewed system reports to ensure strict compliance with all set goals and targets
· Utilized graphs, charts and tables to effectively presentation of status reports on client and management requests

· Scrutinized contracts and implemented processes in accordance to contractual terms

· Mediating between the company and client’s finance teams to promptly resolve all issues, coordinating with clients and other on shore and off shore key players.

· Assisting CFO with annual and quarterly forecasting 

· Developed new billing plans for Alert Communications, Inc.
· Liaison with the software team for the billing automation of Alert Communications, Inc.

· Coordinated with Client solutions department for the smoothness & synchronization of new invoicing plan

· Converted the clients, after negotiating with their finance departments, on automated billing

· Ensuring work done conforms to business process documents designed by the group internal audit department and reporting thereof.
Sales Supervisor 





             



Apr 2007 – Jun 2009
OVEX TECHNOLOGIES (PVT) LTD. 

The Premier BPO (USA) based Company

Providers of offshore Call Centre and Back Office business processing services to DELL Inc.
Key Deliverables:
· To achieve the weekly, bi weekly & monthly targets

· To train the new hires

· Managing the team and compiling daily, weekly, bi weekly and monthly reports

· Assisting the manager in presenting trend analysis

Customer Services Executive





             

May 2006 – Apr 2007
MIND BRIDGE (PVT) LTD.
Providers of offshore Call Centre and Back Office business processing services to different telecom companies. 
Sales Agent 





             



Mar 2006 – May 2006
WORLD BRIDGE CONNECT (PVT) LTD. 
Providers of offshore Call Centre and Back Office business processing services to Dish Network (USA),  Rogers, Bell Canada. 
Education:

Master in Business Administration (MBA – Finance)   

                                              Sep 2005 - Dec 2007

HCBF, University of the Punjab, Lahore, Pakistan
Institute of Chartered Accountants of Pakistan (CA Intermediate Stage)                                            Mar 2001 - Sep 2005

ICAP, Lahore, Pakistan

Bachelors in Commerce (B.Com)







Sep 2001 - Dec 2003
University of the Punjab, Lahore, 
Hifz-e-Quran & Tajweed-o-Qira’at 







Dec 1998 - Dec 2000
Jamia Mehria Mehr-un-Nisa, Lahore, Pakistan
F. Sc (Pre-Engineering)
F C College, Lahore, Pakistan







Sep 1996 - Nov 1998
O-Levels
Cathedral High  School, Lahore, Pakistan






Jan 1994 - Jun 1996
Technical Skills:
Tools
MS Office ( Expert Level skills at Excel), Microsoft GP, Sage, MS Office
Trainings
· Communication to Build Successful Relationships conducted at Aiwan-e-Iqbal
· 100 Hrs Presentation Skills Training Course conducted at Institute of Chartered Accountants of Pakistan
Personal Details:
Date of Birth: 01st March, 1980; Nationality: Pakistani; Marital Status: Married; Driving License: Pakistani 

Languages: English (fluent), Punjabi (fluent), Urdu (fluent) and Arabic (Basic)
Visa: Tourist Visa
Reference :         will be furnished upon request.
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