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CAREER OBJECTIVE 

A suitable Position as Finance & Accounts Member with a reputed organization where my education & experience will have positive contribution.

SUMMARY:
· 16 months experience in Finance & Accounts in UK.
· An ACCA (Association of Chartered Certified Accountants) affiliate (UK).
· Also hold a Bachelor of Science in Applied Accounting (Oxford Brookes University UK).
· Graduation from University of the Punjab (Pakistan).
· Proficient in computerized accounting.

· Proactive and result oriented with broad experience in all aspects of accounting and financial management.

· Proven ability to manage multiple tasks efficiently & accurately under pressure while meeting tight deadline schedules.

· Strong analytical skills coupled with an impressive commitment to excellence and an ability to drive efficiency and financial performance improvements. 

· Well disciplined with proven ability to manage multiple assignments efficiently under extreme pressure while meeting tight deadline schedules. 

· Effective communication / interpersonal skills and a team player; interact positively with a wide range of people, and establish relationships based on respect.

· Exceptional problem-solver with keen ability to resolve accounting issues, provide for business processes for the improvement.

JOB PROFILE:
· Give opinion on the financial performance of the organization and the extent to which its obligation are met.

· Verify accuracy of information in the accounting records.

· Maintenance of system of internal control

· Daily vouching of transactions

· Checking the accuracy and authorization of documents

· Review of accounting and internal control systems

· Preparation of interim accounts and financial statements

· Preparation of interim reports for management

· Verify the assets & liabilities mentioned in reports in fact exist.

· Prepare financial statements & reports for senior management & statutory bodies.

· Assess the efficiency & effectiveness of the organization.

· Offer suggestions on improving the accounting system if required.

· Assist in business stock taking and valuation of business.
Position: Junior Consultant
Consulting LTD


(January 2014-March 2014)
Alperton House, Alperton, London, HA0 1EH

Involved in the design,  development and implementation of SAP Financials. Took part in various workshops for blueprint design and configuration related activities.

Following ASAP methodology of project implementation processes.

Working within the team and with process owners to develop business cases and scope new projects and enhancements, including:

FI/CO- Asset Management
· Set up of order types, investment profiles and budget profiles.
· Planning for management of investment orders and assets under construction.
CO-OM (Overhead cost controlling) 
· Analysis of FI automatic postings and configuration of CO automatic account assignments.
· Configuration of order types, budget profiles and availability control for internal orders.
CO-PCA (Profit Center Accounting)

· Integration with CO-CCA, CO-OM and MM.
CO-PA (Profitability Analysis)
· Testing of profitability reports and extra customizing for integration of SD billing documents. 
 CO-Customizing/Master Record Translations 
· Maintenance of language dependent customizing translations.
· Set up of data migration files for master data translation.

· Configure fixed assets, chart of depreciation, assets classes, depreciation areas, number ranges, screen layout rules and account determinations and depreciation keys.
· In cost element accounting create primary and secondary cost elements, cost element groups, cost element attributes.

· Configure the settings in G/L area, such as creating G/L master data, cross-company code transactions, and open item clearing.

· Configure GL transactions for business processes such as fast-entry screens, posting, parking, reversals and month end closings.
· Coordinated the integration efforts of FI/CO with SD, MM, based on functional requirements, automatic account assignment, maintaining the revenue account determinations & revenue recognition which is useful in integrating AR-SD.

· Configuration of settings for Cash Journal.
FI-Account receivable, FI-Account payable
· Masters, Open Item processing settings.

· Transactions – Incoming Invoices/Credit Memos (terms of payment), Outgoing Payment, Incoming Payment, Dunning, Open item Clearing. 

· Down-payment received, Down-payment made, Bill of Exchange.

· Special G/L accounts (other reconciliation accounts).

· Configuration of Interest Calculation.

Credit Management settings - Key areas being Credit Control Areas, Risk Categories

Position: Accountant


               MHC & CO LTD
(October 2012- Feb 2014)

280 Fishponds Road, Eastville, Bristol, BS5 6PY
· Bookkeeping in SAGE and in VT Transaction Plus.
· Preparation of Budgeting and cash flow statements.
· Bank reconciliation and monthly, quarterly closing of books 

· Preparation of Trial Balance, Management Accounts and finalizing accounts.

· Preparation of Sole traders, Partnerships and Limited Company tax returns, VAT returns and statutory   accounts.
· Analyzing various expenses before entering them in to the system.

· Booking of Debit & Credit notes.
· Management of receivables and payables accounts.
· Periodic review the company credit control procedure and develop and implement enhancements where required. 

· To manage the outstanding receivables falling due and contact customers before the balances become overdue to confirm payments. Assist with preparation of budget and forecast.

· Updating of Credit Limits in Accounting System. 

· Recording of supplier invoices.

· Reconciliation of Customer accounts.

· Checking customer's credit ratings with external agencies.

· Ensuring customers pay on time.

· Chasing debt by telephone and email and reducing debtor days.

· Responsibility of stock taking procedures.
· Payroll management and salary preparation on fortnightly and monthly basis.
Position: Internee 
                          Adamjee Insurance Company Limited (Zonal Office-Lahore)

  





   Suite # 217, Eden centre, 43 Ghaus-ul-Azam Road, Lahore. 

· Prepared Bank reconciliation statements for payment and receipt accounts.

· Entered various invoices in Adamjee Insurance bespoke software.

· Prepared and produced various reports like vendors statement using the bespoke software for the senior finance manager to review.

· Maintained and updated Employees Old Age Benefit Income, Employees Loan ledgers.

· Helped the other team members in accomplishing various tasks like filing tax returns, calling up suppliers, handling bank procedures etc.   
Position:
Accounts Assistant

      
           Kahnur Transport Company
December 2006 – January 2010


           89 FAREED TOWN, Okara
· Purchase ledger, general ledger, cash book and bank reconciliation statements.

· Assist with forecasting, budgeting and cash flow analysis.
· Month end management accounts and reports.
· Provisions, Accruals, Prepayments, fixed assets schedule and depreciation.
· Reconcile cash book and cash account daily.
· Reporting any surplus or short fall in cash to finance manager.
· Checking and maintaining minimum cash holding level.

· Handling advance and reimbursement of travel expenses.
· Maintained inventory and filing system for the office.
· Performed administrative task of bank withdrawals and helped finance manager in other financial and administrative duties.
· Other responsibilities included interaction with demanding clients and satisfying their queries with politeness and professionalism.
EDUCATION AND QUALIFICATIONS
2011
Association of Chartered Certified Accountants


Associate Chartered Certified Accountant (ACCA)



ACCA (Affiliate) 

                       P4 (optional) Advance Financial Management

                       P6 (optional) Advance Taxation


Kaplan Financial, London 
2011
Oxford Brookes University


Bachelor of Science in Applied Accounting

2005
University of the Punjab

Bachelor of Arts (B.A)



2003 
Forman Christian College

Faculty of Arts (F.A)

2001
The Punjab School


Matriculation
SKILLS

· Extremely proficient with computer applications like Tally, Quick Book, Sage 50, Microsoft Excel (Vlookup, Hlookup, Pivot table, If functions), Word, PowerPoint.
· Enthusiastic and self motivated, constantly seeking to improve both personally and professionally.

· Ability to work in a diverse, multicultural and ethnic environment.
· Dedicated team member, encouraging colleagues and friends to uphold expectations of the organization, ability to take responsibility and use initiative, especially when working to tight deadlines.
SAP FICO KEY SKILLS

· Accounts Payable/Accounts Receivable

· Bank Accounting and Configuration of Automatic Payment Program

· Asset Accounting (AA)

· Controlling

· Cost Centre Accounting
INTERESTS AND ACHIEVEMENTS

· Obtained 7.5 bands in International English Language Testing System.

· Organized charity events in college and in my community.

· Reading, Football, Cricket, chess.

· Elected as a vice president in F.C College for my psychology society.

REFERENCES
Available upon request


