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Senior Accounts Officer
OBJECTIVE AND PROFILE OVERVIEW 

Seeking a challenging position in accounts and finance in a dynamic organization, contributing towards growth of organization, achievement of its objectives and to learn and grow with the organization. 

· Bachelor Degree in Commerce (B.COM) major in Accounting.
· More than 18 years of overall experience in Finance, Accounts, and Audit. 
· Gained extensive experience in Home Appliances manufacturer industry & Courier Company in 
· Payments & Audit  

· Ageing & Analysis

· Cash handling & Cash flow management 
· Budget preparation and analysis
· General Ledger Accounting

· Reconciliation

· Import/Export & Supply Chain

· Financial Analysis/Treasury

· Document Handling

· Payroll 

· Cargo Booking & Handling

· Experience in Accounting Software like Oracle R11i & Oracle R12 (Receivable, Payable, Cash Management & General Ledger) 
STRENGTHS

· Possess excellent analytical, detail oriented, hardworking, management, administration & problem solving skills. 
· Ability to work effectively and congenially with employees at diverse levels. Strongly commercial with excellent communication and influencing skills.
· A very versatile professional with diverse knowledge of Finance, Accounts, Audit, Payroll and Supply Chain and Courier and Cargo handling with professional qualification in the relevant field.
EMPLOYMENT HISTORY – More than 18 Years of overall experience
Senior Accounts Officer, (Dawlance Group of Companies) (Jan 2011 – Sep 2016 (5 years 8 months))
Accounts Officer, (Dawlance Group of Companies) (Sept 2005 – Dec 2010 (5 years 3 months)) 
Assistant Accountant, (Dawlance Group of Companies) (Jun 1999 – Aug 2005 (6 year 2 months))
Supply Chain Analysis - Internship, (Dawlance Group of Companies) (Jun 1998 – May 1999 (1 Year 0 months))
Booking Officer/ Shift Supervisor & Administration, (Shaheen Express (Pvt) Ltd. – Agent Pakistan 

Post Office) (Jun 1996 – Aug 1997 (1 years 2 months)) 

EXPERIENCE DETAILS 
1. Dawlance Group of Companies (Jan 2011 - Sep 2016)

Dawlance is one of the largest Home Appliances manufacturer of Pakistan, it was established in 1980. Dawlance manufacture Washing Machines, Deep Freezers, Vertical Freezers, Split Air

Conditions & Microwave Ovens. Dawlance has three factories in Pakistan with 4000 employees.
         Sr. Accounts Officer

      Roles & Responsibilities:
Expenses Allocation

· General ledger accounting to make sure all type of recording (expense, adjustments, coasting, raw material & L/C closing etc.) in timely manner and must ensure to complete monthly & yearly closing process on time.

· Ensure the proper charging of expenditures to relevant program/expenses head, before monthly or yearly closing. 
· Reviewing the trial balance and general ledger time to time.
Payments
· A/C Payable ensure all parties invoices recorded in system (direct or through PO) and party ledger check (advance, any receivable amount, invoice matching or nocking prepayments) before payment process within the agreed time period.

· Aging and reconciling vendor ledger before payment process through account payable using banking instruments (cheque, pay order, bank draft, RTGS or other banking online transfer facilities) finding and checking errors and resolving before payment release.
Ageing analysis 
· Making & develop MS Excel sheet or customize report in system for checking & review party wise invoice status in one report to made smooth and timely payment for help to intact company integrity and good will in local market. 
Receipts
· A/C Receivable making monthly analysis report and reconcile with debtors, (advances, security deposits and prepayments).

· Recording all type of direct debit entries shows in statement or receive bank advice from banks. 
Petty Cash
· Making and monitoring petty cash payments, ensuring safe custody of petty cash fund and examine petty cash vouchers.

· Reconciling the petty cash ledger account and reimbursment.
Documents Controlling
· Documents controlling and (filing proper marking with description & period on file as well as on file cabinet) dumping old records before safe recording & marking on boxes
Financial Analysis/ Treasury
· Markup calculation for running finance, money market’s loan and director’s loan, KIBOR & spread rates negotiate with banks and clear any discrepancies in markup calculation with banks and record in system then payment must be process on time (monthly or quarterly as per agreement)
· Analyzing business operations, trends, costs, revenues.
· Any other reports required by Manager Finance from time to time.
External/Internal Audit

· Close interaction with internal & external auditors up to finalizing Accounts and provide safe passage to check records through system as well as hard copy of required documents and clear any objection or doubt with provide proper evidence.

· Coordination with the auditors to help conduct the external and internal audit.
· Maintaining all type of monthly and yearly audit reports relate with A/P, A/R vs G/L.
Reconciliation

· A/P, A/R vs G/L, bank statement vs ledger, supplier statement vs ledger, debtor’s vs ledger, prepayments (advances, security deposits, postdated cheques, personal guarantees) reconciliation and making monthly and yearly variances & analysis reports for audit purpose.

· Ensuring timely reconciling all bank accounts with the ledger.
· Maintain checking of ledger with bank statements.
Banking 
· Resolve discrepancies transaction & dealing with bankers A/C opening & closing, hypothecation & company charge enhancement, running & short term finance, personal guarantees, facilities, agreements, signatory changes, specific board resolution, etc., 

Cash Flow Statement 

· Making and develop in MS Excel sheet to update daily payments, daily receipts and monitoring budgeted figures with allocated on respective heads. 

Payroll 
· Making, accounting, identifying variances & analysis, benefits, allowances, leaves and other records properly appear in system and ensure that salary must be process on time and paid in employees account as per company policy,
Supply Chain & Import/Export

· L/C opening, closing & monitoring, amendments, shipments documents, bill of entries, bill of lading, delivery note, dispatch note, insurance, clearing & forwarding, in or out bonding, custom duties working & payments, custom guarantees. 
· Deal with freight & forwarding honors for negotiation in the freight rates and arrange proper vehicle on time.
· Courier & cargo booking & handling experience.

Financial Management Information System

· Recommend and improvement in the system.
· Ensure the timely input of the data 

· Ensure the maintenance of manual records of financial data.
Budgeting and planning
· Extending support to program staff for preparing budgets.

· Analysis of trial balance to ensure complete accounting of all transactions.
Accounts Officer

Roles & Responsibilities:

· Invoice feed in system (direct or through PO).

· Making payment vouchers and resolving discrepancies.
· Aging and reconciling related with vendor and debtors A/R, A/P and G/L.
· Petty cash payments and resolving discrepancies, ensuring safe custody of petty cash fund.

· Reconciling the petty cash ledger account and reimbursement.
· Making all monthly and yearly audit reports relate with A/P, A/R and G/L.
· Any other reports required by Manager Finance from time to time.
· Payroll making and reconcile variance report, employees allowances, benefits and leave recording.

· Coordination with the auditors & resolve his queries.

· Reconciling all bank accounts with the ledger on monthly basis. 

· Ensure the maintenance & filing of manual records of financial data.
· Establishes system controls for new financial systems and develops procedures to improve existing systems.
Assistant Accountant
Roles & Responsibilities:

· Making and knowledge of manual Book Keeping.
· Courier & cargo booking & handling knowledge.
· Variance analysis, Management reporting and ensuring compliance. 

· Making payment vouchers and resolving discrepancies.
· Liaison with banks and handling all banking matters. 
· Implementation & mapping chart of accounts in ERP (Oracle 11i) system. 

· Cash flow statement in daily/monthly basis. 

· Maintaining ledgers and checking of vouchers. 

· Different reports and assignments as and when assigned by the management. 

· Resolving Audit issues. 

· Maintaining all monthly and yearly audit reports relate with A/P, A/R and G/L. 

· Banking Documentations (Facilities, Agreements, A/C Opening & Closing, Signatory changes, Specific Board Resolution, etc.) 

· Cash Management for Sales & Service Collection (CMD) as specialist Strong PR with banking personnel (Dealing with Regional Heads, Unit Heads, RM's, Associates & Branches of 13 banks nationwide.) 

· Stock Counts (Finished, Raw, Obsolete, Spare Parts, general items, fixed assets etc.)
EDUCATION 
· Bachelors of Commerce major in (Accounting) at Karachi University, Pakistan (Dec – 1996)
CERTIFICATES & DIPLOMA
· Three Years diploma in “Electronics” (2nd Division) at Government College of Technology (Oct – 2005)
· Three Months Certificate course in MS Word, Excel, Power Point, Outlook Express, Internet(Sep-02)
· On line certificate course for Data Analysis, reporting in excel, making pivot table, Dash board.
· On line diploma course in Supply Chain Management. 
· On line diploma course in Fundamentals of Health and Safety in the Workplace from Alison obtaining 90% marks on dated: Nov 29, 2016.  

· IOSH MANAGING SAFELY 4.0 (Assessing Risks, Controlling Risk, Health & Safety, Identifying Hazards, Investigating Accidents & Incidents, Measuring Performance, Protection our Environment) (Jul – 2016)
· GCI Fire & Safety, GCI Risk Assessment & GCI First Aid (Aug – 2016)

INFORMATION TECHNOLOGY SKILLS
· Having working experience in Oracle 11i & R12.

· Proficient in the use of MS Word, MS Excel, MS PowerPoint, MS Outlook, Internet and FoxPro
PERSONAL INFORMATION
	
	

	· Date of Birth
	11th Mar. 1975

	· Marital Status
	· Married

	· Languages
	· English (Intermediate), Urdu (Native), Arabic (Basic) 

	Visa Status
	Iqama – Transferable

	· Nationality
	· Pakistani

	· Driving license
	· Pakistan & KSA Driving license


REFERENCES
Immediately Reference will be furnished on request

NOTICE PERIOD
Immediately
