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   BACKGROUND SUMMARY
Joined M/s Comcept (Private) Limited an ISO 9001-2000 certified company in July 2002 as an Account Executive for sundry finance activities. On completion of first year, its Management has decided to promote me as an Assistant Manager Accounts, not limited to this level but currently working as “Manager Finance & Accounts”. The company provides innovative solutions in the field of Telecommunication and Energy Sector offering variety of products ranging GSM, DVCS, WIMAX and CNG/LPG/LNG products etc. Remain allied with Telebell Communication (Pvt.) Ltd for six months. Before joining Telebell, I have worked with Televoice Communication (Pvt.) Ltd as Accounts Manager for two years. Have an overall experience of more than 14 years.   
(PRIVATE) LIMITED                  


                  July 2002 ~ to date
C O R P O R A T E   A C T I V I T I E S
MAJOR 

RESPONSIBILITIES 

INCLUDE:
· Responsible for handling all corporate matters of holding as well as subsidiaries including Filing of Annual return Form A, Form 29, filing of Charge Form 10, Alteration in Memorandum ,Incorporation & liquidation of Companies.
· Coordinator for conducting the annual AGM as well as EOGM of the company.

· Responsible for preparing finance department report for AGM report with the detailed explanation of variance analysis and complete compiling of AGM report.
COMCEPT (PRIVATE) LIMITED                  


         
F I N A N C E   A N D   A C C O U N T S
MAJOR 

RESPONSIBILITIES 

INCLUDE:

· Preparation & implementation of Finance department processes under ISO 9001-2000 requirement including defining of KPI’s for each process. 

· Overall supervision of Accounts & Finance department including guidance to subordinates for smooth performance of all functions.
· Preparation of monthly bank reconciliation statements.
· Ensure transactions are recorded, documented, reviewed and supported in accordance with company policies and controls.

· Prepare and review journal entries, monthly revenue / expenses, monthly invoice and revenue transactions, monthly account reconciliations and booking field visits allowance.

· Ensure accounting processes are completed timely according to planned close schedules.

· Answer and resolve internal and external supplier’s queries, including response to audit inquiries from external auditors.
· Preparation of regular reports on outstanding debtors / creditors, inventory etc. and other management reports.
· Preparation and supervision of company’s payments for Cost and Operating Expenses local & Imports, payroll, EOBI, and provident fund with detailed tax calculations.
· Supervision of Income tax deductions and submission of tax statements on monthly and annual basis thereof and preparation of Income tax returns.
· Supervise and manage all banks related activities local and international in the routine operations of the company.

· Reviewed and Assisted in the preparation of the company’s various policies such as travel, leave, medical etc.
· Requirement analysis for implementation of ERP as well as comparison of various ERP developers including, Sidat Haider, TAG Financials etc. for possible implementation in the company.
COMCEPT (PRIVATE) LIMITED                  


         
M A N A G E M E N T   R E P O R T I N G   A N D   A U D I T S
MAJOR 
RESPONSIBILITIES 
INCLUDE:   
· Management reporting including Financial Statements, segment wise profitability statements on monthly quarterly, biannually, and annual basis as well as other customized reporting as and when required.
· Conducted annual audit of the company for the last five years as per the requirement of the company ordinance.
· Maintained financial record of the subsidiaries under Quick Books accounting software.
· Financial reporting for various projects funded by DAI, National ICT RnD including budget compliance as well as successful closing of the project.
COMCEPT (PRIVATE) LIMITED                  


         
BUDGETING FINANCIAL MODELING & ANALYSIS.
· Prepare financial models for new projects of the company in the field of education, health care, energy solution etc. for analyzing requirement of investment, payback period, internal rate of return and net present value etc.
· Calculation of ROI (Return on investment) of potential investments of the company in energy solution sector.
· Preparation of revenue and cash flow forecast for running projects of the company.
· Preparation of Annual budgets of various projects of the company.
TELEBELL COMMUNICATION (PRIVATE) LIMITED                                Jan. ~ July 10th, 2002
A payphone Operating company having its brand name Sonitel. Worked in As Regional Accounts Officer for six months in Gujranwala and responsible for all branch office accounts.
TELEVOICE COMMUNICATION (PRIVATE) LIMITED                             Jan 2000 to Dec 2001
A payphone Operating company having its brand name Supertel. Worked In as Accounts Manager for 2 years in Abbottabad branch office handling independently all account matters. Also designated as Branch Manager for 6 months.
I N T E R N S H I P                            
   


      Nov 27th, 1998 to Apr, 5th 1999
N I S H A T   G R O U P

Internship in accounts department of Nishat Chunian Ltd. A Textile Composite one of the leading exporters of textile products.
SUMMARY OF QUALIFICATIONS
	
	· Cost and Management Accountant-CMA
Institute of Cost and Management Accountants of Pakistan (ICMAP)
(Inter Completed)


	
	· Bachelor of Commerce (B.Com)
University of the Punjab (Pakistan)


COMPUTER SKILLS
	
	ACCOUNTING SOFTWARE 

     Peach Tree, Quick Books, Sidat Hyder Financials.

	
	APPLICATION SOFTWARE;

     Diploma in computer Application

     Excellent command on Microsoft Office including Word, Excel, 

      Power Point, OTHERS; Internet, e-mail etc.



SEMANARS AND COURSES
LC Documentation & Financing
Two days course from SMEDA on Import Export financing & Documentation from IOBM Karachi.
Oracle financial (ICMAP)
Short Course of R12 Oracle General Ledger Management and Fundamental
LANGUAGES
English & Urdu Spoken & Written
REFERENCES
Will be provided on request 
PERSONAL DETAILS
	
	

	
	

	
	

	
	

	
	

	
	

	Visa Status.
	On Visit Visa.

	Marital status
	Married

	Date of birth
	December 27, 1972

	Nationality
	Pakistani


[image: image2.png]


[image: image3.png]


[image: image4.png]



Page | 2



Page | 4


