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OBJECTIVE

To join a dynamic /progressive organization and contribute in achieving organizational objectives based on professional skills and effective decision making approach.
ACADEMIC QUALIFICATION

	MBA - Finance (CGPA – 3.5)
	Hamdard Institute of Management Sciences
	2011

	Bachelor in Commerce
	University of Karachi, Pakistan
	2004

	Higher School Certificate (Commerce)
	St Patrick’s College, Karachi, Pakistan
	2000

	Secondary School Certificate (Science)   St Paul’s English High School, Karachi, Pakistan
	1998


PROFESSIONAL EXPERIENCE

enTrust Title Computer Software Trading                            Dubai, UAE
Finance Manager
April 2013 – To date
· Direct reporting to Board of Directors. 
· Managing Dubai, Sharjah, Abu Dhabi companies’ accounts in QuickBooks. 
· Studying Financial Report issued by the auditors in Sri Lanka (for Sri Lanka Company) & comply with their recommendation (if any). 
· Responsible for complete accounting cycle for assigned companies. Revenue, Expense, Closing & Reporting. 
· Manage annual audit with the external auditors independently, ensuring that adequate internal controls are in place and functioning as desired. 
· Organizing monthly board meeting & presenting financial report with current month actual & quarter forecast. 
· Preparing management information reports as and when required. 
· Preparing on annual budgets with coordination of other departments. 
· Ensure approved payments are released per agreed payment terms and all supporting documents are in compliance with Company Policies & Procedures. 
· Preparing various reconciliations; Bank reconciliations, Accounts Payable and Accounts Receivable reconciliations. 
· Closely worked on Company Escrow Business transactions, issuing invoices, receipts & maintained client file accounts in TS Pro software. 

Page 1 of 4

· Coordinated with Sales & Business Development Team for sales progress. 
· Maintaining software & hardware data (asset recording) & requirement. 
· Prepare and look after payroll disbursement process of Dubai, Sharjah, Abu Dhabi & Sri-Lanka staff and ensure the timely payments 
· Maintain required bank balance position and prepare cash requests. 
· Coordinating with PRO for employee VISA processing as per UAE Law. 
· Coordinating with PRO for company license renewals in accordance with UAE Law. 
· Coordinating with landlords for Lease/Rent contract renewals of Dubai, Sharjah & Abu Dhabi Companies. 
· Worked on ZorroSign project costing & pricing (financial models). 
· Managing company account in ZorroSign as Admin & created workflows as per company policies, procedures & reporting. 
· Contribute in testing our digital signature ZorroSign product which provides Document Authenticity, Security, Saves Time & Let the World be Green. 
· Provided valuable idea/suggestions & feedback to the management regarding the product. 
· Have preformed customer support role as & when required by the company. 
	OBS Pakistan Pvt. Ltd (Head Office)
	Karachi, Pakistan

	Senior Officer, Accounts – Finance Department
	

	(Inventory, Payables, Receivables, Taxation & Payroll)
	May 2012 – Feb 2013


· Participated in Budgetary Activity with the Senior Management. 
· Introduced Comparative Analysis Report to the Management (Budget v/s Actual). 
· Worked on Sales Analysis Report (collection, sales in & sales out). 
· Maintaining report of check & balance on budgeted sales/cogs/gross margin with actual. 
· Preparing management information reports as and when required. 
· Issuing of debit note to the related parties (International/Local). 
· Keeping records and processing all the approved credit notes received from distribution department. 
· Ensuring inventory transactions are properly entered and recorded into Oracle (R.12) System. 
· Co-ordinate with finance, accounts, distribution, sales teams & factory for any dispute. 
· Engage in activity of reconciling and closing of inventory on monthly basis. 
· Support AP & AR team in their activities. 
· Taking provisions and recording expenses through JV’s on monthly base. 
· Coordinate with our esteemed goods/services provider for their payments and balances confirmation. 
· Facilitate and complete monthly closing procedures. 
· Prepare and reconcile bank statements. 
· Assist in documentation and monitoring of internal controls. 
· Preparation of final settlements of discontinuing employees. 
· Providing complete support to the internal auditor while reviewing settlements of resigned employees. 
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Aga Khan Education Service Pakistan
(Central Support Services, Office)
Karachi, Pakistan
Finance Officer – Finance Department
(Treasury, Taxation & Payroll)
August 2008 – May 2012
· Verification of withholding tax entries made from central office finance section. 
· Balance and reconciliation of party tax payable account on weekly basis. 
· Timely deposit of withholding tax into government treasury. 
· Preparation of monthly income tax return (vendors), and its submission to Central Board of Revenue 
· Preparation of vouchers in respect of donation, funds transfer, & current account in respect of tax, PF, EOBI etc. 
· Assist in tax working verification process of employees in accordance with the Income Tax Ordinance 
Payroll
· Prepare and look after payroll disbursement process of around 2,300 staff salary within Pakistan and ensure the timely payments 
· Maintain required bank balance position and prepare cash requests 
· Demonstrated strong handling and management of Enterprise Resource Planning Software(Financial and Payroll Modules) 
· Correspondence with units to solve payroll related issues 
· Assist in Facilitating internal and external annual audits 
· Verify Release of Payments and prepare Payment Vouchers 
	Aga Khan Education Service Pakistan (Central Office)
	Karachi, Pakistan

	Assistant Scholarship Officer - Career & Scholarship Department
	July 2006 – July 2008


· Organizing career seminars and workshops 
· Screening and processing of scholarship applications 
· Preparing Repayment Schedules and processing of loan documents 
· Preparing release of payment, maintaining disbursement record and student pay order / demand draft record 
· Preparing quarterly financial and disbursement reports 
· Preparing Departmental and Scholarship (AKES) Budget and monthly Cash Flow of the Budget 
· Preparing Budget Variance Analysis and Annual Scholarship Report 
	ARWENTECH
	Karachi, Pakistan

	Call Center Agent
	February 2005 – July 2005


· International calling to verify and to generate the information and details required for telemarketing – Outbound 
· Receiving calls (local & international customer service) – Inbound 
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KEY SKILLS

 Problem Solving
An analytical, logical and determined approach to problem solving.
To build strong productive team:
 Need to do one to one meeting with staff.
 Group discussion and meeting so as to avoid conflicts within the group.
 Keeping balance between strictness’ & politeness.
 Following policies & procedures helps avoid most of the conflicts.
 Teamwork
Worked and supported with all departments to have a good understanding and share
best  possible solution in case of difficult situation.
 Pressure Handling  Number crunching & Payroll on time are the two toughest pressures to handle & I have
done that quite successfully in my professional career.
 Multi-Tasking
Added advantage to my skills is this that I can perform multi tasking as Currently I am
handling complete finance & Part of Human resource as well as Operations side of the
company.
· Computer Skills MS Excel, MS Word & MS PowerPoint 
· Communication Skills Demonstrated oral and written communication & presentation skills  (Clearly communicate 
my proposals & ideas to management & staff)
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