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ACCOUNTANT & FINANCE EXECUTIVE
Availability: 1 month Notice
Present Location: Dubai, UAE
CORE COMPETENCIES

· Financial Management

· Budgeting & Forecasting
· Preparation of Financial Statements

· Closing/Finalizing Books of Accounts

· Sales & Debtors Management

· Creditor & Suppliers Management

· A/R & A/P Aging Analysis

· Payroll & Inventory Management

· Cash Management & Credit Control

· Cash Flow & Financial Statement Analysis

· Cost Management / MIS Reporting

· Internal controls compliance

· Audit & Assurance

· Banking Operations & FOREX
· Islamic Banking & Finance

· Lending Operations & Risk Management

· Foreign Exchange Gain/Loss computation

· Variance & Profitability Analysis

· Breakeven & CVP Analysis
· Financial Ratios Analysis

· Excel Pivot Table & Vlook up

· Excel Formulas & Functions

· Data Analysis with Microsoft Excel

· Proficient in Microsoft Word

· Adept in Powerpoint Presentations

· Expert in Outlook Express

· L/C Documentation

· UCP 600 – Uniform Customs and Practice for Documentary Credits / LC

· IFRS (International Financial Reporting Standard)

· IAS (International Accounting & Auditing Standards)

· ISA (International Standards on Auditing)

· GAAP (Generally Accepted Accounting Principles)

· Negotiable Instruments Act 1881

· SWIFT Standards & Coding

· INCOTERMS 2010

CAREER OBJECTIVE

To work with an organization that provides ample opportunities for diversified experience and career-growth by maintaining mutually-rewarding long-term relationship.
PROFESSIONAL SYNOPSIS

I have completed CPA-UK, CPA-Pakistan, MBA, CA-Inter, Masters in Banking & Finance, and Post Graduate Diploma in Islamic Banking & Finance.

Moreover, I am Associate Member of “Certified Public Accountants Association, UK” (CPA – UK), Associate Member of “Institute of Certified Public Accountants of Pakistan (CPA Pakistan)"; and also a proud ‘Member of Institute of Bankers Pakistan'.

I have earned more than eight (8) years rich and diversified experience in the disciplines of accountancy, finance, banking, financial services, business administration and logistics management endorsed by highly professional qualification in the relevant fields.
PROFESSIONAL QUALIFICATION 

CPA - UK 
Certified Public Accountant – UK

ACPA-uk     - Associate Member of “Certified Public Accountants Association, UK”
April-2013

CPA - PAKISTAN 

Certified Public Accountant - PAK

ACPA-Pak      - Associate Member of “Institute of Certified Public Accountants of Pakistan”
February-2011
IBP SUPERIOR QUALIFICATION IN BANKING & FINANCE

The Highest Professional Qualification in Banking Sector in Pakistan

Associate Member of “Institute of Bankers Pakistan”
January-2011

Institute of Bankers Pakistan – IBP 
· IBP is under direct supervision of Central Bank of Pakistan to set highest professional standards and values.
POST-GRADUATE DIPLOMA IN ISLAMIC BANKING & FINANCE 

January-2011



From: AL-Huda Centre of Islamic Banking & Economics 


Recognized by “Skill Development Council of Pakistan” i.e. a Joint Project of:
        The World Bank, 

International Labour Organization (ILO agency of UNO), 

Government of Pakistan
CA- INTER
Institute of Chartered Accountants of Pakistan (ICAP)
November-2008
   ACCA – Part Qualified

   Association of Chartered Certified Accountants (ACCA) – UK

   June-2010


   7 papers passed: 

· Management Accounting
· Financial Accounting
· Corporate & Business Law

· Performance Management
· Taxation
· Accountant in Business

· Audit & Assurance

MASTERS IN BUSINESS ADMINISTRATION – MBA

Shah Abdul Latif University, Pakistan

December-2009
SUMMARY OF PROFESSIONAL EXPERIENCE

	ORGANIZATION
	TENOR
	NATURE OF JOB

(DESIGNATION)
	NATURE OF BUSINESS

(INDUSTRY/SECTOR)

	
	FROM
	TO
	
	

	Dubai UAE
	May-2012
	Present
	Accountant & Finance Executive
	International Trading

(Import/Export of Agri-Products i.e. Butter, Cheese, Lentils, Raw Sugar)

	Mastermind Communications
	Apr-2008
	Jan-2012
	Manager Accounts & Finance
	Marketing Consultancy

	Bank AL Habib - Pakistan
	Nov-2006
	Dec-2007
	Banking Operations Officer
	Banking & Financial Services

	MHN Communications
	Oct-2004
	Nov-2006
	Accountant
	Marketing Consultancy


PROFESSIONAL EXPERIENCE – DETAILED VIEW
ACCOUNTANT & FINANCE EXECUTIVE
Dubai UAE

01-May-2012 to DATE

ACCOUNTANT DUTIES:
· Responsible for developing and maintaining accounting principles, practices and procedures to ensure accurate and timely financial statements.

· Executing all accounting activities including general ledger preparation, financial reporting, and year-end audit.

· Participating and supporting the budget and forecasting activities.

· Ensuring an accurate and timely monthly, quarterly and year end close. 
· Reviewing financial statements with management personnel. 
· Fund flow management and preparation of cash budget.

· Taking care of ‘parent company’ as well as the ‘associate’ and ‘subsidiary’ company accounts.

· Preparing consolidated balance sheet, profit & loss account, cash flow statement and receivable/payable accounts.

· Keeping track of shareholders’ account to follow the deposits and withdrawals for accurate calculation of distribution of ‘management fee’ and profit sharing to the shareholders on financial year end.

· Taking care of account reconciliations and analysis: Prepaid Expenses, Deposits, Accrued Expenses, Investments, Inter-company balances.

· Preparing and verifying banks, debtors, suppliers, shipping companies, subsidiaries and associate companies’ ‘account reconciliation statements’.
· Preparing fixed assets schedule; working out of annual depreciation/amortization, determining the book value and cost of the assets after taking into consideration the addition & deletion in fixed assets portfolio.
· Managing the payments to suppliers & creditors and conducting accounts payable aging analysis.
· Carrying out receivables & debtors aging analysis.

· Review collection reports to determine the status of collections and the amount of outstanding balances.
· Liaison and regular follow ups with buyers and other receivables to successfully implement company’s credit policy.
· Coordinating with Banks regarding funds transfer and L/C documentation.

· Calculating and verifying the interest charged by banks on over draft and other banking facilities on regular basis.

· Calculating the interest on daily product by taking into account the due date; and Preparing schedules for interest receivable from buyers on late/delayed payments and outstanding payments after due date.

· Calculating and verifying the interest earned on fixed deposits with banks and on other investment portfolios.

· Preparing schedules for directors to support strategic decision making.

· Preparing MIS (management Information System) reports for various cost saving and profit maximization analysis.

· Actively involved in ‘Cost Saving Process’ by identifying the cost drivers and addressing them to minimize or avoid the cost.

· Preparing the cost schedules for ‘Variance and Profitability’ analysis (period-wise, product-wise, company/department-wise and transaction-wise).

· Calculating the foreign exchange gain/loss due to fluctuation in exchange rates of foreign currencies (period-wise, product-wise, company/department-wise, shipment-wise, buyer-wise).

· Preparing the purchases and sales reports (period-wise, product-wise, buyer-wise and currency-wise).

· Conducting the ‘fixed and variable cost’ analysis.

· Segregating the bank-wise charges on the basis of various cost categories like L/C negotiation charges, funds transfer charges, swift charges and other miscellaneous charges to determine suitable bank for different transactions.

· Persistently corresponding with banks, buyers, shipping companies, suppliers and other external and internal parties for smooth and efficient work flow.

· Facilitating and assisting in audit activities to discover more productive, efficient and effective ways to perform various tasks.
· Providing and auditing all import documentation, including but not limited to Commercial Invoices, Packing Lists, Country of Origin Certificates, Bill of Ladings.
· Monitoring and tracking the import and export shipments.

· Ensuring that all import logistics and international trade compliance requirements are abided by.

· Verifying that all ‘payments and contract terms’ are complied with.
· Preparing and updating daily shipping schedules.
· Verifying the accuracy of Bills of Lading for all shipments.
· Coordinating all the inter-company shipments.

· Executing ‘INTRRA booking’ and Shipping Instructions’.

· Coordinating with ‘Dubai Chamber of Commerce’ and ‘Dubai Customs’.

· Planning and scheduling the delivery of goods and cargoes.

· Identifying and taking of initiatives for operational cost reduction and cost avoidance.

· Making sure that project deadlines are met.

· Completing and filing of compliance documentation for import and export.

· Negotiating on the services of 3rd party carriers and couriers.

· Managing the supplier delivery performance and maintaining the supplier contracts.
· Verifying and approving the freight invoices for payment.
· Cost management and reporting.

· Support to other departments within the company.

· Manage all supply chain activities.
MANAGER ACCOUNTS & FINANCE

Mastermind Communications (Private) Limited, Pakistan 

07-April-2008 to 22-Jan-2012
Brief Job Description:

· Responsible for developing and maintaining accounting principles, practices and procedures to ensure accurate and timely financial statements.

· Addressed tight deadlines and a multitude of accounting activities including general ledger preparation, financial reporting, year-end audit, preparation and the support of budget and forecast activities

· Ensured an accurate and timely monthly, quarterly and year end close. 

· Ensured the timely reporting of all monthly financial information. 

· Conducted budgeting/forecasting, variance analysis, breakeven & CVP analysis and financial ratios analysis.

· Taken care of account reconciliation and analysis: Prepaid Expenses, Deposits, Accrued Expenses, Investments, Inter-company balances.
· Conducted fixed asset processing and reporting. 

· Analyzed revenues, commissions and expenses to ensure they are recorded appropriately on a monthly basis.

· Assisted in Planning, coordinating and executing annual financial audit.

· Reviewed financial statements with management personnel. 
· Directed the installation and maintenance of new accounting, timekeeping, payroll, inventory, property, and other related procedures and controls.
· Coordinated the approval and rejection of lines of credit.
· Established procedures for custody & control of assets and records in order to ensure safekeeping.

· Evaluated data pertaining to costs in order to plan budgets.

· Evaluated financial reporting systems, accounting and collection procedures, and investment activities, and made recommendations for changes to procedures, operating systems, budgets, and other financial control functions.

· Monitored and analyzed department work to develop more efficient procedures and use of resources while maintaining a high level of accuracy. 

· Assisted in development and implementation of new procedures & features to enhance the workflow of the department. 

· Assisted in Banking activities like setting up new accounts, adding new signatures, bank reconciling items, banking fees.
· Assisted in analyzing financial statements on a monthly basis and report on variances.
· Assisted in financial and tax audits.
· Assisted in preparing tax returns and corporate reporting requirements.
· Advised the management about financial issues which are meant to encourage savings of the company.
· Advised staff regarding the handling of non-routine reporting transactions. 

· Planned, directed, and coordinated the activities of workers in branches, offices, or departments.
BANKING OPERATIONS OFFICER
Bank AL-Habib Limited, Pakistan
29-Nov-2006 to 02-Dec-2007
Brief Job Description:

· Responsible for effectively and efficiently managing the operations of the branch in accordance with policies and procedures of the Bank and Central Bank of Pakistan’s regulations.

· Performed Bank Account Opening function.
· Carried out Inward / Outward Clearing function.
· Carried out Nationwide Online Funds Transfer transactions.
· Ensured proper Handling of Remittance, Bills for Collection, Inland L/C, Demand Draft & Pay Order transactions.
· Joint custodian of branch safe keys.

· Maintained vault cash within prescribed insurance limits set by Bank and according to needs of the branch.
· Ensured proper record maintenance of bank’s security stationery.

· Ensured effective implementation of controls to nullify possibility of frauds, forgeries and operational losses; identified weaknesses and suggested possible workable solutions.
· Ensured that customers’ queries / complaints are handled properly and resolved in a reasonable time period.

· Exercised due care and diligence on matters related to compliance with the Bank’s standards and regulatory requirements pertaining to Money Laundering and KYC (Know Your Customer).
· Executed ‘Star of Day/End of Day’ I.T. related process.
· Maintained data backups in accordance with ‘disaster recovery policy’.

ACCOUNTANT

MHN Communications (Private) Limited, Pakistan

20-Oct-2004 to 22-Nov-2006
Brief Job Description:
· Book keeping and invoicing.
· Prepared bank reconciliation on regular basis.

· Maintained the records and office files.

· Kept all the accounts of the company flawless and up-to-date

· Ensured an accurate and timely monthly, quarterly and year end close.

· Ensured the timely reporting of all monthly financial information.

· Supported budgeting and forecasting activities.

· Prepared and verified daily reports.
· Prepared daily income/sales and prepared daily journal entry.
· Prepared monthly balance sheet schedules.
· Maintained thorough, well organized and sorted accounts receivable customer files.

· Processed Credit Memos for any adjustment such as price discrepancy, returns, damage items credit, duplicate invoices, missing shipment etc. Ensured we don’t over credit the customer by checking the supporting documents and back-up. 

· Processed Debit Memos to invoice or re-invoice for any adjustment on transferring commissions/fees and correction to original invoice etc. 
· Posted all cash receipts, discounts, allowances, price difference, returns and other charge backs to customer accounts timely and accurately. 

· Prepared monthly account reconciliations.
· Liaison and Correspondence with Banks, customers and other external parties.

· Computed the taxes which were owed by the company and prepared tax returns in order to ensure that the company is making its tax payments on time.

· Collaborated with the other departments to support overall organizational goals and objectives.
PROFESSIONAL ASSOCIATIONS / MEMBERSHIPS
· Associate Member of “Certified Public Accountants Association, UK” (ACPA – UK)
· Associate Member of “Institute of Certified Public Accountants of Pakistan” (ACPA - PAK)

· Associate Member of “Institute of Bankers Pakistan”
CERTIFICATIONS / ADDITIONAL QUALIFICATION
· COMPUTER COURSE OF PRACTICAL TRAINING








Institute: 


College of Accountancy & Professional Studies




Affiliated with “Institute Of Chartered Accountants of Pakistan (ICAP)”

Course Contents: 
Word processing, Spreadsheets, PowerPoint Presentations, Database Management System, Web Browsing & E-mail

Description:

90-hour course recommended by ICAP
· PRESENTATION SKILLS TRAINING COURSE

Institute:


College of Accountancy & Professional Studies





Affiliated with “Institute Of Chartered Accountants of Pakistan (ICAP)”
        Course Contents:

Presentation and Interview Techniques, Group Discussion, Role Play

Description:

100 hours Training Course recommended by ICAP
IT & LANGUAGE SKILLS

· Adept in Microsoft Windows
· Expert in working on spreadsheets i.e. Excel

· Advance level skills in Microsoft Office (Word, Excel, Powerpoint, Outlook); Web Surfing, E-mail & Lotus Notes
· Practical Knowledge of RealSoft ERP System, PACT ERP System, Tally.ERP’9 and other general accounting softwares

· Proficient in English, Urdu/Hindi and Punjabi Languages

· Holding basic apprehension & understanding of Arabic language

SOFT SKILLS

· Strong communication & interpersonal skills

· Effective leadership, team management & problem-solving skills

· Ability to work under pressure & under minimum supervision

· Ability to prioritize & Schedule the work

· Self-motivated, Quick learner, Team player
PERSONAL DATA

Date & Place of Birth
19 Sept-1983, Lahore-Pakistan

Nationality

Pakistani
Country of Stay

UAE - Dubai
Visa Status:

Work Visa[image: image1.png]
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