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Career Objective

To Become a Member of Well-Established organization that allows me to utilize my abilities and experience in undertaking my duties and responsibilities in the fulfillment of company goal and objectives.
Profile-IN BRIEF

Having more than Ten year working experience in the field of Accounts, Finance, administration and procurement in UAE and Pakistan.

· MBA in Finance

· Experience in Manual and Computerized Accounting System. 

· Possess high level of expertise in accounting packages such as Peach Tree, Focus, Quick Books Pro,Etra ++ & Navision  ERP Retail Management Software.

· Exposed in interacting with banks, vendors, auditors, government authorities, financial institution and other third parties dealing with the company.
· Good Communication skill and Interpersonal Skills.
· Handle Procurements, LPO, Contract agreement, fixed terms & Condition with Suppliers, Follow up & manage Delivery & Maintain relationships.
· Handle Account payable / Receivable with aging& prepare comparison report for collection & Payments, Budget payments, Cash Flow.
· Cash Collection& reconciliation of petty cash.
· Experience in payroll (WPS).Staff advances, Staff accrued End of services Benefits as per Law & Agreements.
· General A/c related work such as preparation of vouchers, record keeping and accounting transactions, Generating Sales Invoices, Client& Vender Interaction & making follow-up for Payments Petty Cash Management & Cash book Reconciliation.

· Handle Accounts receivable Liaising with debt collector for recovery.

· Experience to maintain the inventory in system and repost to Management

· Manage Accounts up to finalization, Trial balance, balance Sheet, Cash flow, Income statement. Project costing, Cash flow/ Expense, Accounts Comparison report.
· Experience in Bank transaction Depositing / Reconciliation LC, TT Payments. Bank Reconciliation, Credit card Account Reconciliation.
· Experience in job costing & budgeting (Project Management).

· Experience in Public relationship and customer service.
EMPLOYMENT

Ridge Maintenance & Décor L.L.C:

Ridge Group is one the leading contracting company in market done quality shop fits work with leading retail Groups and contractor(Al Shaya, Havelock AHI).work for some leading Brands (American Eagle, Starbucks, Victoria Secrets,PFchang,Potbelly,Mothercares, Boots,Claires,Pets Delights and many more.
Period: - Sept. 2010 to Till Date.

Position: Accounts Manager:
Job Responsibilities:
· Prepared reports to manager and finance controller for transaction update.
· Managed successfully the daily activities for handling accounts up to finalization.
· Ensured accuracy of all the daily transactions posted in the system
· Created reports based on the needs of the management and consistently assisted their on any relevant information that aids for effective decision making.
· Petty Cash Management & Cash book Reconciliation.
· Supporting Logistic Dept. for all there Transaction & projects.
· Handle Company Books of account and Financial activities.

· Prepared financial reports and close the fiscal year.

· Support the external audit in carrying-out and ensuring timely completion of audit. Report to Internal Auditor.
· Prepare Accrual/Depreciation report & Update Monthly/yearly and report to Management for budgeting & Evaluation of Assets.
· Preparing various types of Reports Such as Profit & Loss A/c, Balance Sheet Reports, cash Flow, Receivable/payable comparison & Budget Payments.
· Adept in working on Transfer, Project Cost audit and Maintenance of Project Cost Records as per Project Accounting Rules. Job costing Close project report & Budget comparison. Prepared Project wise WIP aging and analyzing the same to take proper steps to reduce the WIP.
· Handle job costing & Material requisition project vise.

· Maintain Account receivable/Payables with aging and budgeted payment schedules as per Cash flow.

· Bank Reconciliation and maintain the PDC record.

· Adept with calculating staff payroll, leave salary end of service benefits.

· Dealing with Bank Staff Accounts and Transfer loan & LC .

· Deal with auditors (Internal & External) for preparation of financial reports and analysis.
· Handle Intercompany Transaction& report to Management.

· Prepare reports according to management and Auditor requirement.

· Maintain the cash flow (petty cash, cash in hand, bank Balance.) report to Management.

· Maintain the Accrued & Advances Account (staff, Supplier, & Other)

· Prepare & Maintain cost report for individual project and report to management.

· Handle Material Requisition, Quote, LPO, Delivery Notes, reconcile ledger, Payments.
Apparel L.L.C:

Apparel LLC Know as Apparel Group is one the Well-known Retail chain having More than 50 International Brands provide some Top Marked Market value chain in retail industry with some famous brand such as (Tommy Hilfiger, ALDO, Nine |West, bally, Tim Hoton, Cold stone creamery,Skechers) and many More. Work more than Three Year at the various positions.
Position: - General Accountant / Purchase officer.
Period:-Dec. 2006 to June 2010.
Jobs responsibilities:
· Maintain the book of cash for various Departments (HR/Project).
· Petty Cash Management & Cash book Reconciliation
· Dealing with the banks (Inward and Outward transfers).

· Purchase payment/store purchase/inventory control system.

· Handle Group procurement. (Non Merchandize items).
· Handle quote /Purchase order and Delivery System

· Maintain the book of vendor /contract and fixed terms and condition

· Processed invoice raised by vendors, verified all particulars and coordinated with higher officials to release payment on time.
· Handling the accounts payable & creating a proper balance between the credit terms and payments made according to statement.
· Brand wise Total Cost working based on Latest PO and based on brand wise and analysis of variation between Moving Average Price
· Prepare Cost comparison report vendor wise, Quote Comparison, Agreement, vendor rate list & Credit terms & Conditions.
· Stock Inward & Outward as per PO and Allocation brand & project wise.
· Client & Vender Interaction & making follow-up for Payments
·  Maintain good customer relations and coordination.
· Gift vouchers sales/Promotion and follow up for recovery.

· Reconciliation of GL with SL.

· Set off  receivable, payable and aging analysis

· Scrutinizing the General Ledger Accounts.

· Preparation of various accounting report.

· Prepare Report for Other Expenditure for Brands report to management. 
· Coordinate with project team for purchase & arrange material at location.

Mustafa Furnishing Industries In Shj. UAE.
Mustafa furnishing industries known in the UAE as Al Manahil group of companies and decora carpet (Al Zahra carpet industries )one of the Leading units in the field of Furniture,sofa,carpet ,curtains manufacturing and trading within UAE and across the UAE.
Designation: Assistant Accountant.
Period Sep-03/2003 to Dec. 2006

Job responsibilities:
· Maintain Book of Account debtor and creditor PDC.
· Follow up Debtor& creditor status of trail Balance.
· Cheque and cash deposited and reconcile with bank monthly bases.
· Monitor the credit card transaction and calculate commission and reconcile with Bank
· Monitor payable and receivable of group Retail Section.

· In charge of recovery cell for retail chain.
· Manual and computerized accounting up to finalizing.

· Supplier payments store purchase coordination and monitor stock.

· Stock report with cost P/L report monthly and yearly
· Preparation of daily cash report/petty cash /purchase report..

· Report to management for collection.

· Preparation of Po and Quotes. Staff Payrolls sheets calculate overtime.
· General A/C Related work such as preparation of voucher, record.
· Keeping & accounting transaction, Generating of sale Invoices, delivery Notes.
· Proficient in handling receivables, analyzing risks and managing bad debts Experience. In applying proactive techniques to maximum recovery & minimum Losses.
M/s Deen& sons poultry Pvt. LTD Pakistan 2000-2002
A Well Known Pvt. Company dealing in poultry forming Business and distribution in local market.
Job responsibilities.
· Preparing of sale Invoice

· Posting of all record of company

· Maintain bank book and reconciliation of bank statement

· Dealing with customers and cash collection in the market

Personal Details

Date of Birth

: 01-08-1980

Marital status

: Married
Nationality

: Pakistani
Religion

: Islam
Driving License
: Valid UAE Driving License
Language

: English, Urdu, Punjabi and Arabic.
Visa Status

: Residence.
