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ABDUL ABDUL.214652@2freemail.com                                       
M.COM (OVER 4 years experience)

- Career Objective -

Seeking a challenging career within a dynamic and progressive organization where enthusiasm, dedication and the ability to manage tasks effectively are prerequisite in driving the organization in the field of Accountancy, Accounts Consultancy, Audit and Assurance. 
- Core Skills -

Accounts Receivable and Accounts Payable Reports and Analysis, Invoicing, Monthly Management Reports, Handling & Control Petty Cash, Budgeting, W.P.S, Inventory Control, Stock Taking, Focus Soft Net, FoxPro Financial, Tally, Quick book, Peachtree, MS office.
EXECUTIVE SUMMARY 
1. More than 4 Years of Experience in  Accounts & Finance department in manufacturing And Trading Concurrences.
2. General Accounting including accounts receivable, accounts payable & general ledger posting.
3. Analysis and executing of budgets (such as supplier’s payment, salaries, rents and expenses).
4. Dealing / Handling Accounts Payable payments.   
5. Manage daily basis control of the Accounts matters and ensure compliance with strict accounting deadlines.

6. Play a role in preparing records for annual audit.
7. Assisting the credit controller team to insure the availability of fund.
8. Coordinate with Purchase Department to control inventories within prescribed limits, availability of critical items.
9. Handling of Cash, Petty Cash and conducting the physical verification of fixed assets.
10. Maintaining the Daily Sales Report from the Sales team for reporting to the Management.
11. Maintain and update all the Payment & Receipts on daily Basis.
12. Ensure that the entries of provisions in the books are properly recorded.
13. Verify book and physical receivables figures and follow up with the sales team for receipt on due dates.

PROFESSIONAL EXPERIENCE

 GOLDEN TOOLS LLC

 Mussafah M-9 Abu Dhabi U.A.E
 (Trader / Retailer All Kind Of Tools & Equipments)

 (As an Accountant General from 12th, June 2014 to 26th, February 2017)
Reporting to: Managing Director
· Responsible for making, executing & analysis of budget schedules.
· Responsible for dealing with suppliers & accounts payables regarding his payments and build strong relationship with him.
· Responsible for the posting sales invoices and purchase invoices.
· Verification of all supplier’s & contractor’s invoices according to contract.
· Approved and opened new customers A/C in company financial accounting software.

· Responsible to prepare financial reports (income & Expense Report, Profit & Loss Statement) on monthly basis and submitted to management.
· Managing store inventory.

· Maintaining of Accounts payable reports.

· Preparation of Accounts Receivable reports and follows up with credit controller team.
· Prepare deposits (cash/cheques), cash withdrawals and dealing with bank about different bank facilities owned by company.
· Reconciliation of accounts payable and accounts receivable accounts.
· Responsible to prepare salaries sheets according to W.P.S
·  Prepare daily basis bank position report and submitted to managing director.
· Preparation of yearly physically stock taking report.

· Assisting auditor in preparing records for annual audit.
· Verification / checking of monthly salary sheets.

· Daily cash tally report / manage petty cash.
· Responsible for closing books at year end for annual audit purpose.

AMTEX LIMTIED Faisalabad – Pakistan 
Manufacturing & Exporter of Fabrics & Made ups \ Trading
(As an Accounts Officer from 1st February-2012 to 5th March 2014)
Reporting to: Manager Accounts
· Responsible for the processing, reviewing tracking and general ledger posting of all types vouchers.

· Responsible for the posting of export sales/ local sales.

· Checking inward & outward gate pass & prepare material receipts note.
· Posting of material receipts note & Issue in FoxPro system.
· Punching of all collection receipts vouchers and invoicing in FoxPro system.
· Reconciliation of vendor statement and customer payments.
· Reconcile of party ledger on monthly basis.
· Collection of Work Detail from Additional facility Sub Contractors.
· Preparation of monthly physically stock taking report.
· Assisting to manager account in preparing financial information about final audit.
· Work with accounts manager on billing verification and payments matter.
· Responsible for handling petty expenses and petty cash on daily and monthly basis. 
KEY SKILLS 
· Maintained effective relationship with clients monitored and resolved all queries for clients.
· Analyzed all data collected for losses and coverage requirement, prepared reports and submitted to brokerage unit.
· Able to quickly learn new software packages.
· Excellent MS office skills – ( Excel, word & power point) 
· Exceptional communication skills & interpersonal skills.
· Worked frequently in a team Environment & achieving sets goals.
· Ability to cope under pressure with the ability to prioritize and meet tight deadlines.
ACCOUNTING SOFTWARES
· FoxPro Financial
· Focus Soft Net
· Tally
· Peachtree
· Quick Books
QUALIFICATION
· M-Com ( Finance & Accounting )   


         
CGPA 3.42
· B-Com 


           



Marks 922/1500         
· I-Com          
· Secondary School Certificate ( Matriculation )
HOBBIES & OTHER ACTIVITIES
· Event Management and team working.

· Enjoying company of friends and arranging participating in tours.

· I enjoy participating in a variety of sports including snooker, football and cricket. 
DECLARATION     
I hereby declare that all the above mentioned information in my CV is correct to the best of my knowledge. I should be deemed responsible for any misinformation found any time


