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Professional Profile
A qualified accounting professional with a meticulous experience of more than8 years in all keyareas of accounting such as receivables, payables, invoicing,inventory management, maintaining records of fixed assets and operational/management reporting for the conglomerates of UAE and Pakistan
Key Skills& Strengths
· Financial Reporting & analysis 

· Automated Book Keeping

· Stock & Consumption reports 
· Receivables collection and aging 
· Bank Reconciliation 
· Invoice verification & posting 
· Fixed Asset Scheduling 
· Control accounts reconciliation
· Payment processing and ageing

· EOSB and prepayments Schedule
· Handling Medical insurance claims
· Record management and filing

· Quick Book 

· Peach Tree

· MS Office 

· MP2
· Online Savvy 

· In House Built Software

· Excellent Communication 

· Effective Time Management 

· Interpersonal Skills 

· Organizational Behavior 

· Quick Learning Ability 

· Flexible Personality 
Achievements
	· Won the employee of the month certificate in October 2013 

	· Successfully organized 2 consecutive annual financial audit for the years 2010 and 2011 single handedly 

	· Successfully coordinated the automation of HRIS for a company of 200 employees in the year 2009


Employment Summary
	Accountant
	Nov  2011 till date
	GMC Health Care Company L.L.C - UAE

	Admin and Finance Officer
	Apr 2008 till Nov 2011
	Education & Research Association

	Client Service Executive
	May 2011 till Nov 2011
	NasirAbsar& Co

	Accounts Assistant
	Nov 2007 till Apr 2008
	The First Step School

	Internee
	Jun 2007 till Oct 2007
	& Co – Chartered Accountants


Detailed Employment History
► AccountantNov 2011 till date
Organization: GMC Healthcare L.L.C - Dubai
Responsibilities:
· Compiling and analyzing financial information to prepare monthly and annual financial statements while ensuring compliance with accepted policies and procedures
· Preparing and posting of entries to accounts, such as general ledger accounts, and document business transactions
· Maintaining fixed assets registers and preparing schedules
· Preparing monthly bank reconciliation statementsand the reconciliation of credit card statements

· Preparing and analyzing various stock and consumption reports.

· Making financial audit preparations and coordinating the audit process

· Ensuring accurate and appropriate recording and analysis of revenues and expenses.
· Processing suppliers’ payments by receiving the required documents, suppliers’ accounts statements and the subsequent ageing analysis
· Preparing prepayments, gratuity and leave provision schedules and end of service benefit calculations
· Preparing receivables ageing analysis and follow up for payments
· Processing insurance claims through a series of verifications, discrepancies resolution and the online submission of claims to insurance companies for the timely clearance of payments.
► Admin and Finance Officer Apr 2008 till Nov 2011
Organization: Muhammadan Education and Research Association 
Responsibilities:
· Preparation of  vouchers,  and maintenance of computerized books of accounts in Quick Book

· Preparation of monthly reconciliation of company bank accounts. 

· Preparation of monthly financial statements for monitoring financial commitments.

· Preparation of monthly payroll and salary transfers statements.

· Furnishing of online tax challans, monthly and annual tax returns,deal with company corporate issues and SECP matters.

· Data entry of all financials transaction in quick book

· Maintenance of daily fund position and Imprest accounts statements

· Preparation of annual budgets with respects to the projects allocation.

· Manage utilization of project restricted funds and adjustment of advances in accordanceWith The donor commitment and keep track of all project funds received.

· To conduct annual audit and resolve the entire audit issues raised by auditors.

· Maintenance of inventory ledger and fixed assets register as per TR-6 of ICAP.

· Preparation of monthly directors reports and handling of cash and bank matters 

· Preparation of staff contracts, staff  leave record and  maintenance of HR file  

· Preparation of purchase order on the basis of monthly projects and HO demands.

· Maintenance of vehicle log books, and other logistic issues.
► Client Service Executive(Part Time)  May 2011 to Nov 2011
Organization: NasirAbsar& Co. (Financial and Management Auditors / Tax Consultants)
Responsibilities:
· Preparation of Annual and  quarterly Tax returns

· Submission of monthly and annual tax returns of clients

· Preparation of online Tax challans.

· Booking keeping of clients’ accounts

· Preparation of financial statements of clients

· Conduct the audit of the clients

· Handling the corporate issues of Clients
►Account AssistantNov 2007 till April 2008
Organization:
Responsibilities: The First Step School- (A Turkish School)

· Preparation of vouchers and bank reconciliation statement.

· Adjustments of advances and Preparation of  cash reimbursement summaries

· Preparation of staff monthly payroll 

· Preparation of cheques and deal with bank matters.

· Issuing of student fee challans
► Accounts InterneeJun 2007 till Oct 2007
Organization:Khan Waheed& Co.(Charted Accountants Firm)
Responsibilities:
· Participate in organization audits as a team member.

· Deal with SECP for client corporate issues.

· Submission of monthly and annual tax returns of clients.

Academics
	MBA Finance
	Virtual University Pakistan
	In progress

	B.com
	University Pakistan
	2009

	HSSC
	Abbottabad Board Pakistan
	2006

	SSC
	Abbottabad Board Pakistan
	2004


Personality Profile

ISTJ: Introvert Sensing Thinking Judging                                                                           
Language Proficiency
Fluent in English, Urdu and Punjabi

