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CV No: 819870
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
	Synopsis: 
	I have a more than 5 years experience in Accounting and internal audit. I have worked as Accountant & Internal auditor in manufacturing & trading organizations and managed the work of Account Payables/ Account Receivables/ Payroll preparation/ Stock control/ Bank financing & Bank reconciliations/ day to day General accounting  entries/ finalization of accounts and preparation of financial statements independently. 

Desired Job: General Accountant/ Accounts Payables Accountant/ Accounts Receivables Accountant/ Payroll Accountant/ Stock Controller/ Internal Auditor/ Audit Executive etc.


	
	


Work Experience: 

Developers, Gulshan-e-Iqbal, karachi
Asst. Manager Internal audit

Sep. 2009 to date
Job responsibilities:
· Provide audit assurance that payments made to the construction contractors and building material suppliers is accurate and as per contract agreement.

· Verify the payroll sheet of office staff is as per their attendance report submitted by the HR and accurate calculation of the payroll and deductions.

· Provide audit assurance regarding physical verification of fixed assets at different locations of the company and their reconciliation with the accounts dept.

· Verify that the bills sent by the electronic & print media agencies for the media campaign of the upcoming projects is accurate and as per agency agreement.
· Audit verification of daily collection report with the collection receipts and bank deposits on daily basis in order to provide audit assurance of the accurate and timely revenue collection and bank deposits. 
· Audit assurance regarding completeness, compliance and accuracy of new booked client files and find out the discrepancies if any and resolve the matters with the concerned dept. after management approvals. 
· Verify that the recovery letters for the collection of installments are sent to the client as per company policies and recovery schedule.  
· Provide audit assurance that discounts allowed to the clients by sales & marketing dept. are as per company policies and management approvals.
· Verify that the transfer of booked units from one person to the other is correct, complete and as per company policies. Verify that all relevant documents/ forms/ applications etc. are collected.   
· Provide audit assurance that cancellation of booked units is as per company policies and that cancellation is after management approval. Verify that the refund to the client is in consistence with the company policy.
· Provide audit assurance that the payment schedules of installments is correct and report the defects or irregularities in the payment schedules to the management. Verify the re-scheduling of payment schedule as requested by the clients.
· Drafting of policies and procedures for sales and marketing for internal control and compliance
· Any special assignment as per management instruction
Rototec (Pvt) Limited, Korangi Industrial Area, Karachi
Asst. Manager Accounts

May 2007-Apri 2009
Job Responsibilities:

· Supervising and managing of accounting operation ensuring integrity of accounting data, timely closing of accounts and implementation of effective internal controls and policies.
· Responsible for all month-end activities including month end journal entries, balance sheet and profit and loss account. Preparation and presentation of monthly financial statements.
· Responsible for the accurate and timely processing and payment of invoices from suppliers. In addition, ensuring all advance payments are reviewed regularly and cleared within an appropriate timescale, ensuring supplier statements are reconciled regularly and to solve any issues related to payments. 
· Responsible for the timely preparation and disbursement of payroll in line with laws and regulations. Ensure that appropriate internal controls have been established and are being followed. Ensures the payroll processing of new hires, temp workers, transfers, promotions and terminations are accurate and timely. 
· Review Account Receivable reports and follow up promptly on out-standings items.
· Supervise the proper recording of  purchasing from local and foreign suppliers
· Prepare reconciliations of Bank statement, Account payable and Account receivable periodically and report discrepancies if any
· Managing of fixed assets and inventory records and taking periodic physical count to ensure accuracy and safe guard of the company assets.
· Liaison with the external auditors, banks and regulatory agencies. 

Karachi Gymkhana Club, Club Road, Karachi
Accountant
2003 - 2005

Job Responsibilities:
· Responsible for all month-end closing entries and prepare monthly receipts and payments accounts and balance sheet.
· Responsible for the record keeping of employees Provident Fund Account and prepare P & L A/c and balance sheet of employees fund. Record entries in the employee’s individual PF account on the entering of the employee into the fund and on making final payment after their retirement and resignation from the service of the club. 
· Prepare reconciliations of Bank statement on monthly basis.
· Record entries in the GL on daily basis 
Muniff Zia-u-din & Company, Chartered Accountants, Karachi
Audit Trainee
2000 – 2001
Responsibilities:

· Involved in the audits of Private & Public Limited Companies and worked in the capacity of junior level audit staff. Worked under the supervision of audit supervisors and audit manager. Prepared the audit working papers of the work performed and communicated the audit findings.
· Sound Knowledge & understanding of International Accounting Standards.

· Sound Knowledge & understanding of Audit Planning & Procedures and audit program for different areas of the financial audit. Good knowledge of audit techniques to perform the effective audit task.
Professional Qualification:

Sr.
Degree/ Certificate 
                       Institution/ University                                      
Passing Year
1
ICMAP-Finalist           
Institute of Cost & Management Accountants of Pakistan       
in progress              



   

2
APA
          

Pakistan Institute of Public & Finance Accountants of Pakistan 
Dec.2004

3
B.B.A
         

 Shaheed Zulfiqar Ali Bhutto Institute of Science & Technology 
Dec.1998

Computer Skills:
Sr.
Skills & Abilities


Proficiency Level


Last used 
1
MS-Word



Excellent 



Currently using
2
MS-Excel



Excellent



Currently using

3
MS-Power Point



Excellent



Currently using

4
Peach Tree 



Excellent 



Currently using

5
Internet



Excellent



Currently using

Professional Development:
Sr.
Workshops/ Seminars


Location




Year 
1
Seminar on IAS



ICMAP-Karachi




2007
2
Seminar on Taxation


ICMAP-Karachi




2007

3
Workshop on Time Management

ICMAP-Karachi




2005
4
Practical Training Course 

ICMAP-Karachi




2004
English Language Courses:
Sr.
Course Level



Institute




Year 
1
Level-4




Berlitz-Karachi




2005

2
Intermediate Level 


Domino-Karachi




2004

Personal Information:
Marital status

:
Married
Date of birth

:
8th Sep, 1976
Visa Status

:
Visit Visa 
