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July 16, 1989
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Yes
Visa Status:


Employment (NO OBJECTION obtained)
CAREER OBJECTIVE
 In pursuit of challenging assignments that would facilitate the maximum utilization and application of my broad skills and expertise in making a positive difference to the organization
PROFESSIONAL SYNOPSIS

· Have 4 years of UAE experience in Accounts, Trade Finance, Import, Export and Logistics with a reputed company.
· Professionally qualified with Master in Business Administration from UAE.

· Well versed in computerized accounting & MS Office Applications.

· Energetic and capable of working independently and a good deal of autonomy.

CORE COMPETENCIES
	· Import/Export Operations
	· Relationship Building

	· Trade Finance Operations
	· Vendor Management

	· International Trade
	· Logistics and Shipping Operations

	· Fund Management
	· Negotiations Skills

	· Account Management
	· People and Team Management



ORGANIZATIONAL SCAN

Dhirani Foodstuff Co LLC, Dubai, UAE.
Company Background: 
Well-known trading company in the field of foodstuff since 15 years, with annual turnover of around AED 300 Million and expanding its business in Africa, Southeast Asia and North America.
Accounts & Trade Finance, Officer




         (Jan’14 – AUG’15)

· Handling and Monitoring bank facilities. (Facilities include above AED 40 Million and 8 Banks).
· Preparing and arranging all documents required by bank authorities for granting facilities, taking TR loans and retiring collection documents and settlement of TR loans.

· Maintaining relationships with the company’s banks, including attending meetings with relationship managers and key executives.

· Review and verification of related bank fees and charges in line with agreements, allocation of bank costs to the correct deals, Liaison with accountants on cash flow, syndicate bank loans, outstanding letter of credits and payments, providing weekly and  monthly report to CFO.

· Administering Trade Finance / Letters of Credit operations associated with sales and purchase contracts including relationship with banks, Import/Export LC Operations.
· Co-ordination with suppliers and shipping companies for shipment booking, logistics, shipping instructions, BL instructions, timely shipments, shipping documents etc.

· Preparation of daily and monthly accounts using Tally ERP 9.0, compiling financial information to prepare financial statements for audit purpose, reporting of daily bank reconciliation of 08 bank accounts to management, monitoring monthly payroll of the employees as per WPS system.
Trade Finance & Logistics, Executive



                   (OCT’11 – DEC’13)
· Preparing export/import documents, order processing, answering business emails and correspondence, preparing quotations, proposals, purchase orders, weekly and monthly sales / stock report.

· Co-ordinating with liners, shipping companies, freight forwarders, inspection companies, insurance companies, local and foreign bank etc.

· Preparing quotations, Performa invoices, scheduling shipments, checking and monitoring of export/import L/C’s and coordinating with customer’s for required amendments, regular follow up process until copy of LC established / Swift Copy received from bank, follow up of documents submitted for negotiation with banks.

· Ensure accurate and timely monthly close activities, preparing monthly account reconciliations, managing accounts payable and accounts receivable, assisting in internal and external audit processes, presenting all monthly and year-end financial reports.
· Clearing and managing import and export shipping through Dubai Custom MirsaII, and Dubai Municipality, applying and maintaining records of the customs duties paid and handling all operations related to Dubai Custom and Dubai Municipality.

· Recording accounting transactions on Tally and reporting irregularities to senior accountant, maintaining petty cash, day book, sales purchase, stock and posted ledgers, reconciling bank statements, maintaining 15 credit cards used by the company and making their timely payments to avoid any penalty, managing accounts receivable and payables.
ACADEMIC CREDENTIALS
· MBA (MARKETING), SZABIST, Dubai in 2013
· BBA (HONS), IQRA UNIVERSITY, Karachi in 2011
IT CREDENTIALS
· Tally, ERP 9.0.
· Operating Systems: Microsoft Windows.

· MS Office: Excel, Word & Power Point, Outlook.
REFERENCES
· Will be furnished as required.[image: image1.png]
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