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Adnan 
Adnan.263671@2freemail.com 

OBJECTIVE
To offer my skills in accounting & finance to a mid or large size firm, thereby aiming to help the company to meet its objectives timely along with to reach a position where I could utilize my abilities same time to improve my skills.
PROFESSIONAL SKILLS
· Good command over Accounting and Auditing Standards

· Knowledge of Tally, Peachtree, QuickBooks and Microsoft Office 

· Good time management and communication skills particularly with people of diverse culture

· Attention to detail and accuracy, problem analysis and problem-solving skills

· Proficient in English language
WORK EXPERIENCE

Titan Construction L.L.C.                                                                                                                 Dubai

Senior Accountant                                                                                                          March.2013 – To Date
Duties
· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.
· Recommends actions by analyzing and interpreting data and making comparative analyses; studying proposed changes in methods and materials.

· Determines cost of operations by establishing standard costs; collecting operational data.

· Identifies financial status by comparing and analyzing actual results with plans and forecasts.

· Guides cost analysis process by establishing and enforcing policies and procedures; providing trends and forecasts; explaining processes and techniques; recommending actions.

· Improves financial status by analyzing results; monitoring variances; identifying trends; recommending actions to management.

· Answers accounting procedure questions by researching and interpreting accounting policy and regulations.
· Reconciles transactions by comparing and correcting data.

· Protects operations by keeping financial information confidential

· Prepares asset, liability, and capital account entries by compiling and analyzing account information.
· Documents financial transactions by entering account information.
· Substantiates financial transactions by auditing documents.
· Maintains accounting controls by preparing and recommending policies and procedures.
· Maintain the Fixed Asset and associated depreciation schedules on the Accounting Software System
· Maintain Purchase Order Processing system.
· Process Accounts Payable for approvals.
· Performs or assist in payroll system and payroll related items.
· Manage petty cash and employee expenses accounts.
· Maintains financial security by following internal controls.
· Prepares payments by verifying documentation, and requesting disbursements.
· Maintains customer confidence and protects operations by keeping financial information confidential.
· Contributes to team effort by accomplishing related results as needed.
· Works well with others with utmost respect.
Qayum & Elahisons (Pvt.) Limited                                                                                                  Pakistan
Surgical Instruments Manufacturing Company
Accountant                                                                                                  November.2010 - December.2012
Duties

· Compiles and analyzes financial information to prepare entries to book of accounts, such as general ledger accounts, documenting business transactions

· Standard journal entries

· Analyze daily banking transactions and journal entries
· Payroll reconciliation

· Prepare monthly sales reports into excel spread sheet for analysis

· Verify and reconcile contracts, orders, and vouchers, and prepares reports to substantiate individual transactions prior to settlement
· Monitor compliance with generally accepted accounting principles and company procedures
· Reviews, investigates, and corrects errors and inconsistencies in financial entries, documents, and reports
· Provide advice and assistance and early warning of such problems as cost over-runs, excessive charges, and potential penalties. Develop models to depict financial and related activities tailored for specific operations
· Prepare analysis of accounts
· Maintaining and Reconciling Cash and Banking records
· Dealing with banks in general issues
· Assist with implementing and maintaining internal financial controls and procedures
· Attending stock counts
· Looking after Cash Sale receipts, Petty Cash Payments & Creditors Payments
· Checking overall systems of organization to be follow to assess errors or frauds
· Follow up for debtors to collect the money on time
Jettison International                                                                                                                      Pakistan
Assistant Accountant                                                                                    December.2009 - Ocotober.2010

Duties

· Posting all kind of JVs
· Making bank reconciliations
· Maintain ledgers of vendors, customers and other expenses
· Assist in the preparation of payroll
· Keeping and maintaining the budget for all head of accounts and reporting to senior timely in case of overruns
· Looking after Cash Sale receipts, Petty Cash Payments & Creditors Payments
· Ensures purchase orders, receiving and invoices are matched
· Keep checking the bills of vendors and payment related issues
· Checking overall systems of organization to be follow to assess errors or frauds
· Follow up for debtors to collect the money on time
OTHER ACTIVITIES
· Developing Employability Skills Programme

· Research Analysis project on Business & Financial Analysis
PROFESSIONAL QUALIFICATION
· ACCA (Association of Chartered Certified Accountants) - 2012              Pakistan
ACADEMIC QUALIFICATIONS
· BSC (Accounting) (Honors)
 Result Awaiting - Oxford Brooks University  -UK 
· Intermediate - 2007  





                  Pakistan
· Matriculation -2005 





                 Pakistan
FUTURE PLANS
· CFA
