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Experience                                                                                                                                                

Jun 2012 to Dec 2012

  KOMPASS PAKISTAN (PVT.)LTD.
Manager- Internal Audit
Responsibilities

· Checking & Approval of Receipts Vouchers against Sales.
· Assurance that the funds being received are deposited in to Bank on daily basis.
· Review of Bank Reconciliation on daily basis.
· Making proper entries for bills Discounting Facility availed from Bank.

· Follow-up with Bank regarding discounting of bills are credited on same day.
· Calculation of Bank’s Commission/Mark-up on Bills Discounting Facility and adjustment of amount repaid against above.

Prepare detailed Receipt & Payment Account Statement on monthly basis after banks are reconciled.
Mar 2011 to May 2012         RASUL GROUP OF COMPANIES (BAKE PARLOR)
Manager-Warehouses
Responsibilities

· Supervision of daily operations of Warehouses.

· Issuance of Raw and Packing Material for Production.

· Reconciliation of Production against material issued.

· Receiving of material returned after production.

· Monitoring and assurance of Dispatch of Goods on FIFO basis against Sales Orders issued.

· Working on ERP system for confirmation of documents i.e. GRN (Fresh Stock), Internal Issuance of material, Material Return Memo, Material Transfer Memo.

· Maintenance of Finished Goods, Raw & Packing Material Warehouses.

· Co-ordination with Head Office Staff and Auditors for Monthly, Annual Physical Stock Taking.

· Preparation of various reports required from time to time by the Management.

· Arrangement for proper placing of material received from suppliers and stacking of Finished Goods after Production.
Mar 1998 to Feb 2011
ARFEEN GROUP OF COMPANIES
ARFEEN INTERNATIONAL (PVT.) LTD. & ENVICRETE LIMITED

Assistant Manager, Accounts

Responsibilities

Payables Management:

· Supervision of all payment processing of Company in respect of following:

· Contractors, Suppliers, Transporters, Consultants, Advisors, Credit Cards, Utilities, Staff Payments and Imp rest Accounts

Internal Audit:

· Conduct comprehensive Internal Audit with regard to internal controls in respect of all above payments which includes checking of:

· Purchase Requisition, Quotations, Approval of Rates, Purchase Order, Supporting Documents, Statements, Bills, Invoices, Delivery Challans, Goods Receiving Note and proper controlling in respective log books.

Imports:

· Preparation of Purchase Orders, Correspondence with Beneficiary, and Dealing with Bank for establishment of L/C & Bank Contract, Arrangement of Insurance, and Follow-up with Beneficiary & Bank till the shipment arrived, Calculation of Custom Duties and other Charges and Co-ordination with Clearing Agents for clearance of Consignment.

Finalization of Accounts:

· Preparation of Financial Statements along with Notes and Grouping, Preparation of Monthly Inter Group Companies Reconciliation, Review of monthly Bank Reconciliation, Preparation of Analytical Review for Balance Sheet and Profit and Loss Account variances, Financial summary and Key ratios.

Statutory Audit: 
· Review of Balance Sheet and Profit and Loss Account schedules for Audit purposes, Review of detailed Audit Working Papers Files along with the Draft Accounts, Independent Audit co-ordination with External Auditors and Managers till the finalization of Audited Financial Statements.

Taxation:

· Preparation of comprehensive details / schedules (Balance Sheet and Profit & Loss Account) in response to Income Tax Notices, Attending Income Tax hearing and independent discussion with Tax Consultants/ Income Tax Authorities in connection with the finalization of assessment proceedings.
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Career Objective


To pursue a career in Finance and Accounting with a potential to rise to the highest echelon of Business Management.


Education 


Bachelor of Commerce(2nd Div)


Intermediate with Commerce(2nd Div)


Matriculation with Science(Ist Div)


Expertise


Finance, Accounting, Management


Training (Article ship)


Completed four years of mandatory training under Chartered Accountants By-Laws at Ford Rhodes Robson Morrow from April 1992 to April 1996.


Auditing


Worked as an Audit Supervising Senior attained extensive Audit experience in Manufacturing concerns, Banks and Insurance companies at Ford Rhodes Robson Morrow from May 1996 to Feb 1998.


Bank’s Audit Performed


Habib Bank Ltd.(Foreign Exchange Br,Cloth Market Br, Central Br.)


United Bank Ltd.(Corporate Br, City Br, Nursery Br, Muhammadi House Br, Saddar SDV Br.)


Insurance/ Manufacturing Companies Audit Performed:


State Life Insurance Corp.of Pakistan, Punjab Bldg. Products Ltd.,Century Papers & Board Mill Ltd,Shahnawaz Ltd, Shahtaj Textile Ltd, SSGC,Ali Gohar & Co, Allwin Engg, Axle Products Ltd, Indus Steel Ltd. Ideal (Pvt.) Ltd.


Computer Skills


ERP(Worked on Microsoft Great Plains  Dynamics)


Microsoft Office Professional Suite


Personal Information


Date of Birth: May 23rd, 1969


Place of Birth: Karachi


Marital Status: Married


Nationality: Pakistani


Religion: Islam


References


Can be furnished upon request.



































