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An honest, reliable and a versatile accounting & finance professional with integrity, leadership qualities and 4 years accounting management experience with leading Manufacturers, Retailers, logistics and warehousing services provider. Seeking an assignment in the field of Accounts, Banking & Finance, preferably in Gulf
Career Profile
· An accomplished accounts and finance professional with complimentary capabilities in service management
· A recognised expert in developing accounting system. 

· Managed complete accounting system from preparation to presentation.

· Trained in MS Office, MS Excel, and Power Point for business presentations. 

· A team leader with quick grasping power, excellent analytical skills and decision making capabilities.
Professional Experience 
Gallery LLC –Khor Dubai UAE

Accountant – Sep 2012 to date

Company Brief: Crystal Gallery LLC, manufacturer, Trader, & Retailer of exquisite handcrafted crystal products, has been in the United Arab Emirates since 1992.

Responsibilities:
· Preparation & Presentation of financial statement i.e.  Income Statement & Balance Sheet 
· Approving of sales invoices, booking and posting of sale in the system & entering receipts against invoices.
· Perform Debtors account reconciliations
· Generate age analysis & review AR aging to ensure compliance.
· Monitor customer account details for non-payments, delayed payments and other irregularities
· Research and resolve payment discrepancies by communicating with customers via phone, email, or personally.
· Approving GRN & PO in the system and set invoices up for timely payment
· Prepares payments by verifying documentation, and requesting disbursements according to credit terms either by cheque or by electric transfer.
· Reconciliation of creditor’s ledger on monthly basis
· Correspond with Financial institutions for payment to suppliers that are residing outside the country 
· Handling daily petty cash & Prepare daily petty cash book after entering vouchers
· Entering of purchase payment & invoice booking vouchers.

· Entering of BPV, BRV and booking of expenses through JV’s 
· Verification of daily retail & corporate sales summary

· Preparation of bank books & bank reconciliation

· Preparation of  corporate & retail incentive
· Responsible for passing monthly depreciation for fixed assets
Raaziq International Pvt Ltd – Pakistan 
Accounts & Finance Executive – Lahore, June 2009 – May 2012
Company Brief: Raaziq Group is a leading logistics, warehousing, distribution & supply chain management organization in Pakistan, 
Responsibilities
· Prepare  monthly Financial statements and present income statement and statement of financial position along with notes  to accounts to Higher Management
· Preparation & presentation of cash flow statement 
· Preparation of Bank Reconciliations.
· Inter division reconciliation and issuance of debit notes

· Submission and reporting of withholding tax
· Verification and approval of invoices and its payments to suppliers

· Review of suppliers personal accounts and preparation of schedules  of outstanding liabilities
· Preparing remittance advices for transporters,
· Booking of sales invoices, receipts and reconciliation of cash receipts against these invoices by customer wise and preparation of reports of outstanding balances.

· Generation & forwarding of Foreign Customer Invoices and keeping proper record of outstanding amount.
· Responsible for passing monthly depreciation 
· Correspond with customers regarding receivable amount

· Assist Reporting Manager to prepare Annual Budget
· I have developed COA and assisted in developing new accounting system to company’s software house


Warid Telecom Pvt Ltd, Pakistan 
Customer Services Representative, Nov 2004 – Jul 2006
Company Brief: Warid Telecom is a joint venture between Abu Dhabi Group & SingTel Group

Responsibilities: 

· Handles customer questions, complaints, and billing inquiries with the highest degree of courtesy and professionalism to resolve customer issues with one call resolution. 
· Responsible for improving customer retention through programs and service provided to the customer
· Continually maintain working knowledge of all company products, services and promotions
· Make recommendations according to customer’s needs on features, accessories, upgrades and rate plans
· Marketing Research

· Telesales
Qualification
· MBA Banking & Finance, Hailey College of Banking & Finance - University of Punjab, Lahore, Pakistan.

· Masters in Computer Sciences, University of Lahore, Lahore, Pakistan
· Bachelor in Commerce, Punjab College of Commerce - University of Punjab, Lahore, Pakistan
IT Skills
· Oracle Financials R12Oranet Training Institute, Lahore Pakistan

· Proficiency in POS, Peachtree, Tally, and Microsoft Excel. Microsoft word, Microsoft Power Point, Microsoft Access and Outlook Express and Cisco. I have also worked at company’s customized ERP system.
Personal Information

Languages known: 



English, Urdu and Punjabi

Referees

Will be furnished when desired
