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PERSONAL DETAILS

Bio Data:

Date of Birth

: 27th April, 1983

Sex

: Male

Religion

: Islam


Ethnicity


:
Muslim

Nationality

: Pakistani


Marital Status   

: Married
OBJECTIVE:

To work in a challenging environment where my creative, analytical and logical skills can be used as well as to learn and enhance my skills and I look forward to become a perfectionist in management. 

EDUCATIONAL QUALIFICATION

Masters of Business Administration (MBA)
Year of Completion:  2008
B.COM





Year of Completion: 2003
PROFESSIONAL EXPERIENCE

LLC (Dubai)

(22-05-14 to Date)
Designation: Treasury & Payable Accountant
Responsibilities:

1. Responsible for dealing with payables of the company.
2. Dealing with more than 100 suppliers both food and non-food.
3. Booking of Invoices.
4. Reconciliation of suppliers accounts on monthly basis.
5. Making payments to suppliers on monthly basis.
6. Handling of Treasury for the company.
7. Ensure deposits in bank of daily sales from all outlets.
8. Postings of MSA’s.
9. To ensure smooth deliveries to 12 outlets.
10. Preparation of B2B invoices and its postings.
I am handling payables of more than AED 20 million and the company is growing abruptly and is to open 4 more outlets this year. The company is using Real Soft for its Financial Reporting and Accounting purposes and I have a strong grip on the software as well. I also have a strong grip on Quick Books and Peachtree. 
· Architectural & Civil Engineering Services (ACES)

· Acers Construction 

· Construction Professionals (ConPro Services)

(A group of construction companies)

(15-11-2012 to 31-01-14)

Designation: Finance Manager

Responsibilities:

1. Responsible for maintaining Accounts of all three companies and Project Accounts separately.

2. To be a financial advisor to the higher management.

3. Auditing of accounts at all project sites.

4. Management representative for ISO 9001 certification audits.

5. Maintenance of weekly, monthly and yearly reports regarding the running project.

6. Preparation of monthly financial statements of the company and the running projects both separately.

7. Responsible for making payments to suppliers/vendors.

8. Responsible for making a monthly budget of funds and its relevant allocation.

9. Responsible for forecasting of monthly expenses and reporting the same to the higher management.

10. Dealing with Govt. departments such as EOBI, Sales and Income Tax etc.

11. Maintenance and reconciliation of bank accounts of the company.

12. Keep a systematic record of plant and machinery at the construction site and consumption of fuel.
Roots School System

(03-08-2011 to 31-10-2012)
Designation: Regional Manager Finance

Responsibilities:

1. Maintenance of Accounts of 25 branches falling in the region.

2. Filing weekly reports to the Head Office about Financial position of all branches.

3. Closing of accounts on quarterly basis.

4. Audit of all branches after every six months and as per instructions from the Head Office when ever required.

5. Maintenance of all bank accounts of the region.

6. Making payments to all vendors and service providers of the region.

7. Dealig with tax departments.

8. Preparation of budgeting sheets, expense forecast sheet before any event to be held.

9. Filing of sales and income tax returns.

10. Responsible for logistics of all branches falling in the region.

11. Organize and manage events both internal and external for all branches.

12. Dealing with real estate agents for several tasks such as lease agreements rental matters and seeking suitable buildings for further branches.

13. Acting as liaison between RSS and other private and govt. organizations. 
HIGH COMMISSION OF MALDIVES 

(25-01-2010 to 31-07-2011)
Designation: Administrative Officer
Responsibilities:
1. Responsible for the implementation and ongoing maintenance of all office policies and procedures.
2. Responsible for dealing with real estate agents, correspondence with them and making payments.

3. Responsible for procurement.

4. Responsible for managing all activities relating to Information Technology.

5. Responsible for updating the official website of the High Commission and replying to email queries.
6. Management of the personnel division.

7. Manage events for the High Commission.

8. Preparation of weekly reports relating to the political condition of Pakistan and to send the same to The Ministry of Foreign Affairs Male’, Maldives.

9. Dealing with vendors of the High Commission.

10. Manage security related activities for the High Commission.
SHAHEEN VENEER INDUSTRY

(July 2003 to December 2009)
Designation: Manager Finance & Accounts
Responsibilities:
1. Maintenance of all financial matters and accounts of the organization.

2. To maintain all bank accounts.

3. Preparation of monthly financial statements.

4. Filling of annually Income Tax and monthly Sales Tax returns.

5. Dealing with Govt. departments namely Sales and Income Tax, Employees Old Age Benefits Institute and Social Security.
6. Dealing with both customers and suppliers.

7. Buying of Raw material and Sales activities.

8. Make recoveries from customers.

9. Plan and make payments to suppliers and to make a budget for the whole month.
Micro Merger IT Solutions
(Feb 2002 to July 2003 )
Designation: Accounts Officer

Responsibilities:

1. Maintenance and handling of Accounts of the organization.

2. Preparation of final accounts of the company on quarterly basis.

3. Filing of monthly Sales Tax and annual Income Tax returns.

4. Making payments to vendors.

COMPUTER SKILLS:

Office Tools:


MS Office 2007 & 2010
Accounting Softwares:

Real Soft
Peach Tree

Quick Books
SAP

Tally

ADDITIONAL ABILITIES

· Self starter

· Fluent in both English and Urdu.

· Excellent communication skills both written and verbal.

· Confident and efficient.

· Good Financial, Accounting, Production & Office management and Budgeting skills.

· Good interpersonal skills.   

· Ability to work both individually and as team leader under excess amount of pressure.

· Excellent administration skills.

ACADEMIC PROJECTS DONE

Final Project Internship Report:
Internship in BANK LIMITED Satellite Town Branch for six weeks starting from 26-12-08 to 10-02-09. Got training in Account Opening, Remittances, Clearing, Home Finance and Car Finance. Submitted the Internship report mainly focusing on the Marketing department of the bank.

References can be provided upon request.
