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	PERSONAL SUMMARY


To seek a Position in Accounts&Financewith opportunity & growth that would best fit my qualification and develop further my talent & skills for continues career improvement.

	PROFILE


· Have 8 years of experience in the field of Accounts & Finance in Pakistan (6)& UAE(2).

· Qualified with Bachelor’s Degree in Commerce& ACCA-UK ( 7 papers finished).
· Can handle accounts up to finalization.
· Sound knowledge of accounting software’s: Oracle SAP,Tally ERP, Peach Tree, Microsoft Office, Quick Book.
· Well-disciplined with proven ability to manage multiple assignments efficiently under extreme pressure while meeting tight deadline schedules. 

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

· Have excellent communication skills in English, and Urdu.
	CAREER EXPERIENCE


· General Accountant,Advanced.Warr. Inc. Dubai. (Apr.2013  to Oct. 2013)
· Accountant,Al Baddad International, Jebel Ali FZ .(Jan.2012 to Apr.2013)
· Ass. Manager Account, Jahangir & Sons, Pakistan (Feb. 2009 to Feb. 2010)
· Ass. Manager Finance, Millennium Ind. Pvt. Ltd. Pakistan (Dec. 2006 to Apr. 2008)
· Ass. Accountant, Sigma Distributors (Nestles Milk Pak) (Sept. 2002 to Nov. 2003)
	JOB PROFILE: GENERAL ACCOUNTANT


· Manually checking and posting/validating the individual policies (& theirrespective claims) into online system application (software) operated and controlled by HO in USA.

· Reporting the petty cash balance after being crossed check with cashier
· Preparing the monthly sale invoices of Car Policies (claims as well) for dealers (Al Ghandi auto, Bin Hamoodah Auto, Liberty Auto, Ali & Sons Motors, Bin Daher, Al Naboodah Auto, Gargesh Auto,AMAN).

· Preparing comparative reports of claims vs. policies. 

· Preparing Commission of dealers and sale persons (monthly).

· Preparing staff payroll (monthly).

· Preparing JVs, cash and bank vouchers (with full book keeping).

· Monthly and quarterly reconciling the payable and receivable ledgers with above-mentioned dealers, for making /receiving payment s/receipts accordingly.

· Preparing profit & loss account, and balance sheet on monthly.

· Reporting to the regional finance managerand corresponding to dealers through (MS Outlook) AAA's official email login.  

	JOB PROFILE: ACCCOUNTANT


· Project costing (Construction based). 

· Fully managing, arranging and controlling the files management system in finance department.    

· Weekly preparing the detail of employee’s advances & loans.

· Checking the invoices (and their data entries into Tally erp) of the over 250 number of suppliers (with respect to their respective LPO, DO, MRV, Inspection Report).

· Also preparing the account payable - control on monthly basis.

· Checking the sales invoiceswith respect to their receipts.

· Party reconciliation (account receivable, account payable & bank).

· Correspondence with domestic and international parties through internet, telephone and fax.

	JOB PROFILE:ASSISTANT MANAGER ACCOUNTS


· Vouching; bank vouchers and cash vouchers.

· Checking; debtors control account and creditors account i.e. royalty, proof readers and translators accounts.

· Monthly reconciliations ( Bank, suppliers and debtors)

· Checking, coding and entering the items of petty expenditures statements based on imp rest system.

· Journal vouching for monthly sales /purchases/utility bills.
	JOB PROFILE: ASSISTANT MANAGER FINANCE


· Assisting the Finance and Tax managers in a variety of business roles. 

· Reconciling petty cash. 

· Preparing of  periodical final accounts (profit & loss account and balance sheet)

· Computation of monthly / weekly payroll. 

	JOB PROFILE: ASSISTANT ACCOUNTANT


· Maintaining and controlling Daily Stock Movements (both quantitative and qualitative)

· Monitoring and regulating Daily Sales Report (DSR) cash/credit. 

· Physically auditing store items and books within a month. 

· Preparing claims for expired and damaged goods from invoiced stock received from Nestlé Milk Pack and drawing an official letters on company’s behalf to them.

	KEY COMPETENCIES AND SKILLS


· Accounts Receivable system

· Accounts payable system

· Cash management

· Credit control system

· Inventory system

· Cost control system

	EDUCATIONAL QUALIFICATIONS


· Bachelor of Commerce fromPunjab University, Lahore, Pakistan.
	OTHER PROFESSIONAL & IT SKILLS


· Well experienced in Oracle SAP,Tally, Peach Tree, Quick Book.
· Well experienced in MICROSOFT OFFICE.
	PERSONAL DETAILS


Date of birth                      :31/03/1979
Nationality                        : Pakistani
Visa status                         : Visit Visa 
	REFERENCE  


· Furnished upon request.
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