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	Career

Objective 
	To Contribute my creative, organizational, analytical, accounting and financial skills in your esteemed organization in ways that capitalize my ability to create and think strategically and implement practically.  




Work Experience 


 Trading 



           Accountant (Sharjah)







             

                    Jun 2011 to May 2016
· Job Responsibilities

· Accounting
· Responsible to perform all day to day Accounting functions and to present the financial reports to the management independently. 
· Experience in handling of LC, Bank Guarantees, Insurance, Customs Clearance, Import/Export documents, TT, etc.

·  Performing Accounts Payable duties and Supervises the preparation of Purchase Orders after finalising from different quotations as per company policy.

· Responsible for recording of purchase invoices in Accounting System (Tally Erp 9) after receiving approval from director and filing with supporting documents.

· Responsible for payments to Vendors as per decided terms and conditions for payment.

· Responsible for maintaining Vendors Statement of Account.

· Responsible for preparation of debit and credit note.

· Prepare receivable and payable aging and reconciliation report on Monthly basis.
· Sending Statement of Account to customers on weekly basis for credit control.

· Prepare Bank and cash Reconciliation and update to director with current Bank Balance.

· Responsible for handling petty cash system of the company.
· Experience of maintaining all documents relating to purchases & sales and payments & receipts for future references
· Responsible for preparing and maintaining journal entries and monthly closing and preparation of Monthly Financial Statements.

· Responsible for preparation of salaries, sales commission, air ticket allowance, annual leave salaries & final settlements of staff.  
· Material imports booking and submit the costing to buying department on time to do the pricing 
process.

· Responsible to conduct  physical stock taking from store department at the end of each month. 
· Responsible to prepare Proforma Invoices, Commercial Invoices and entering in the system.
· Following up with customers to arrange payment within time limit and within credit limit as per agreed company's terms & conditions.

· Responsible for collection of payments (Cash & Cheques) and preparing receipt vouchers and entering in 

        system. Furthermore Cash / Cheques depositing at bank at the end of day.

· Bad debts calculation upon director’s approval and close them into accounts to generate net financial reports.

· Responsible to monitor the refundable deposits of the company and taking appropriate actions for collection back of  such funds.
· Responsible to make sure that  EMI of employee’s loan being pay off.
· Responsi ble for posting of Accrude and prepaid expenses.
· Experince of posting PDC Cheques in the system. 

· Responsible to allocate depriciation expenses to the fixed assets of the company on annual basis.
· Summarizing current financial status by collecting information,  preparing balance sheet, profit and loss statement,  Owner’s Equity Statement, Cash Flow Statement and other reports as per request of management.

· Maintained accounting controls by preparing and recommending policies and procedures.
· Liaise with internal and external auditors ensuring audits are handled effectively.
· Administeration 
· Attending Customer inquiries by telephone, emails & fax.
· Providing prices to the clients for various products of the company. 

· Responding to customer complaints on first periorty and resolving their issues. 

· Taking updated prices from vendors and sending claims of warrenty and other issues of the clients. 

· Taking updation on prices by vendors time by time and checking for new products & services. 

· Coordinating with vendors for purchases and negotiating for best possible prices. 

· Coordinating with various shipping companies for arrange the shipment to Europ, CIS Countries, Middle East and Africa and negotiating with the them and selecting the best offers. 

· Preparing cheques. 
· Public Relations
· Responsible for periodic renewals of comapnay license / contracts etc.
· Responsible to Submit the correct documents to the Ministry Of Labor for visa applications. 

· Responsible to arrange medical tests, passports, memos and fine resolution. 
· Representing the Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries/Municipalities & other significant Departments & in accordance with services such as mobile & landline Phone service , connections/disconnections/repairs, mail, electricity etc. 
· Responsible to collect all postage of the companay from post office. 
· Responsible for car insurance renewals on time with best offer. 

· Warehouse Management
· Supervising to all stock movements (Inwards & Outwards)
· Responsile to ensure the physical voulme must be according to packing list sent to the customers. 
· Responsible to dispatch the shipments on time. 

· Responsible to coordinate with clearing agents and feed them with required documents. 
· Responsible to submit the custom documents on time for re-export shipments. 

· Responsible to ensure the awearness and vigilence regarding the security of stock. 
· Responsible to claim replacements from vendor and sending them damaged items details along with RMA form. 
Accomplishments
· Closing of 2013, 2014 & 2015 books of accounts for external audit.
Monnoo Group Of Industries (Yarn Dyeing Unit)
    Audit Officer (Pakistan)


                 

              March 2009 to December 2010
·     Job Responsibilities
· Experience of WIZ – ERP.
· Responsible to ensure the collection of Receivables from different customer within credit terms. 

· Responsible to check and varify the commission, Incentives & other staff allowances, presented by Administeration department. 
· Monitoring the cost summries which display the batch vise costing (Actual production cost of a batch) and also responsible to ensure that store staff entering the raw material consumption for each batch.

· Responsible to check & varify all purchase invoices (head office generated as well as local purchases).
· Responsible for Cost Related Controls. I must have to be  vigilant  for over costed purchase bills & proper use of resources.  
· Experience of working as audit source to the head office and sending them, verious reports like (Cost Variance Analysis Report, Vassel Report , Bills after cross checking with Purchase Orders & Goods Receipt Notes.
· Responsible for bank reconcilation and cash statement.

· Responsible to varify the closing stock at the end of each month.
· Responsible to monitor the wastage, being a commercial unit, the yarn coming for processing from different customers were allowing a specific ratio of waste for both (visible waste & invisible waste) so production department was capable to ensure a minimum waste even than allowed waste in that case varifying the saved yarn and reporting to head office as inventory of the company. 

· Responsible to varify the the inwards, outwards and dispatch advise.
· Worked as member of Audit Staff for special auditing assignments and performed  following functions, Propose Audit work plan, Verifying through audit sampling as well as complete verification of closing stock, Identifying misrepresentation of accounting record through third parties confirmations.   
Accomplishments
· Reviewed all business processes and implemented internal controls for efficient working.
· Completed 2009 internal audit and closed the books of 2009 for external audit.

Sui Northern Gas Pipelines Ltd

     Assistant Accounts (Pakistan)

                     

                
        December 2008 to February 2009
· Job Responsibilities

· All bills relating to pay and allowances, traveling allowance/daily allowance (TA/DA) including all other emoluments will be paid after pre-audit.

· Verification of all kinds of hiring charges i.e. hiring of house, office, plant, local purchase and other miscellaneous bills.

· Experience to Liaison with banks, external and internal auditors

· Reconciliation of utility bills with banks and GPO.
	Academic Credentials
 

MBA (Finance), B.Com (Accounting & Finance), PGD-IT, CPA  (Certificate in Practical Accounting), Imports & Exports, Arabic  Spoken Course (Beginner) 


	


Skills Summary


	Financial Skills

Report Writing
	Possess the ability to prepare all accounts up to the finalization of  Accounts
Possess excellent Report presentation and writing skills. 

	Analytical Skills
	Possess significant Financial and Analytical skills. 

Identifying Process/Activities driving business and analyzing gaps and weakness in the same.

	Value Addition   

	Believe in value addition of the routine work being performed in Conventional ways. 

	Accounting Software 


	Full command on Tally ERP 9 and good knowledge & understanding of Peachtree, QuickBooks and sage line 50. 


Computer Proficiency

· Post Graduate Diploma in Information Technology (PGD-IT)

· Well Versed with the latest versions of the following. 

	· Microsoft office (Word, Excel & PowerPoint) 
· Microsoft Outlook
· Microsoft windows (XP, Vista, 7 & 10)

	


Languages
· English (Fluent)
· Arabic (Beginner Level) 

· Hindi (Intermediate)

· Urdu  (Native)
· Punjabi (Intermediate)

References

Could be furnished on demand[image: image2.png]


[image: image3.png]


[image: image4.png]




