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OBJECTIVE:
To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self development and help me achieve personal as well as organizational goals.
EXPERIENCE                                                                      





                                                                           ​                    
BELLA INTERNATIONAL LTD. LLC 
Bella International Ltd. LLC is leading company & part of Jotech Industries mainly conducting the activities in the field of investment, management based in Ras Al Khaimah, UAE. It has been managing restaurants, bars and catering services and having a potential client in Ras al Khaimah. 

ACCOUNTANT
01.03.2012-Till Date (4 Years)
UAE
Responsibilities:

Accounts Receivable:
· Generating Daily & Monthly Customer Invoice                                                                    

· Daily verification of Cash & Credit card reports as per system
· Follow up & verification of Customer Balances






· Handling Customer Advance via Cheque & Cash 






· Daily Deposit Cash & Cheques received from customers & outlets in bank
Accounts Payable 
· Enter Vendor Invoice

· Preparation of monthly supplier payments as per credit duration and their account reconciliation 
· Disbursement of petty cash on weekly basis & posting in the system as well
General Ledger:

· Preparation of debit & credit notes for inter company transactions

· Maintaining the schedule for Prepaid Expense 

· Preparing provisions for accrued Expenses 

· Handling and Follow up Accrued income 

Banks

· Prepare Monthly Bank Reconciliation for all banks & generating report for management.

· Online verification of credit card transactions

· Preparing & Clearing Post Date Cheques. 
· Solving bank queries and communicating with bank on behalf of company
Human Resources 

· Create Position for New Employees 

· Preparing & Posting  Payroll  & other inters for Deductions 

· Preparing offer letters & contracts for new employees

· Coordinating with PRO for new visa, renewal of expired visas & cancellation process
· Calculation for End of Service & Leave Salary under UAE Federal Labor Law.

Reports 
· Preparing and sending daily sales report to management & HOD for all outlets
· Prepare monthly MIS reports

· Income Statement 

· Trial Balance 

· Balance Sheet 
DUDHRA EAST HAND-CRAFTED

Dudra East is a leather product manufacturing company working is Islamabad Pakistan holding two outlets and exporting its products to Germany. 

ACCOUNTANT
Sep. 2010 – Feb 2012
Islamabad, Pakistan
Responsibilities:

· Handle accounts receivables.

· Handle accounts payables.

· Handle General Ledgers.

· Bank statement & Reconciliations.

· Prepare financial statements as per management instructions.
ACADEMIC QUALIFICATION







 

2010: MBA (16 years of professional education) from International Islamic University, Islamabad. Pakistan
COMPUTER SKILLS










· Accounting software - Fiesta (HMS), Peachtree, Tally ERP & QuickBook.
· Command in MS Excel & Word.

· Web browsing and e-mailing.

LANGUAGES











English, Urdu, Punjabi, Hindi, Arabic
PERSONAL:
Date of Birth

:    

04, 04, 1989
