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AMBER

AMBER.344787@2freemail.com  
Objective:
My ambition is to become proficient in my profession.  Hard working, professionally committed, ability to take initiative, can adjust in any type of environment, strong believe in team work, equipped with cost and management skills in pursuance of career in Accounting, Finance, Audit, and Planning.
Education:
Masters in Commerce from Sargodha University, Pakistan.
Work Experience:
SWASH WATER PURIFICATION L.L.C.

Last Organization:
General Accountant, Swash Water Purification L.L.C,  from 26th January 2014 to April 2016.
P.O. Box : 35031, Industrial Area 3, Qusais, Dubai – U.A.E.
· Maintaining of Accounts Payable.
· Receive and verify invoices. 
· To post supplier invoices to the Creditors Ledger.   
· Managing of the purchase ledger, ensuring invoices are accurately recorded and payments are made timely.
· To match invoices from suppliers with purchase orders, to ensure prices and costs are agreed.
· To obtain approval for payment and arrange payments by cheque.
· Maintain, update and reconcile bank accounts, petty cash and all relevant records & fixed asset register
Preparation of all kind of weekly, monthly, yearly management analysis reports reports as per requirements :
· discounts comparison analysis reports.)
· Finalization of the out-door salesmen's final balance statements for the final level settlements.
· Preparation of the out-door salesmen's monthly acknowledge statements for the acknowledgements from the salesmen.
Accounts & Finance: Preparation and Presentation of Financial Statements (Annual Reports), Finalization of Accounts (Balance Sheet, Profit and Loss Account, etc.);

ERP & Accounting Systems and Softwares: Development, Implementations and workings; Oracle, MS World, Excel, Internet etc.;

Inventory Management and Inventory Control System;
Audit, Taxation, Consultancy and Business Advisory Services: Cost, Statutory, Internal and External Audits; 

Last Organization:
Assistant Accountant, AL Jadeed Bakery L.L.C,  from 22nd October 2011 to January 2014.

P.O. Box : 10603, Salahuddin Road, Deira, Dubai – U.A.E.

· Maintaining of Accounts Payable.

· Receive and verify invoices. 

· To post supplier invoices to the Creditors Ledger.   

· Managing of the purchase ledger, ensuring invoices are accurately recorded and payments are made timely.

· To match invoices from suppliers with purchase orders, to ensure prices and costs are agreed.

· To obtain approval for payment and arrange payments by cheque.

· Maintain, update and reconcile bank accounts, petty cash and all relevant records & fixed asset register

Controller Store & Inventory 
Currently working as Stores and Purchase Auditor, monitoring the Internal Control System; smooth functioning of the departments with correct procedures including inventory management, receipt and supply of raw and packing materials to the production departments and all branches of the company throughout UAE.

Key Responsibilities & Achievements:
· Reporting to Executive Director in all matters.

· To ensure that Company’s Policies and Procedures are followed in day to day business. 

· To make sure that the company’s Internal Control System is complied with.

· Liaison with the External Auditors, Municipality Officers and other visitors on inspection / audit on routine / adhoc basis. 

· To provide desired reports to the management / auditors etc as and when required. 

· Warehouse, Space and Inventory Management.

· Receipt and Storage as per Dubai Municipality and HACCP Requirements. 

· Issuance as per the production and other departments’ requisitions.

· Keep record of imports; arrange containers off-loadings and other related tasks. 

· To maintain proper filing system accordingly.

· To ensure that the system is updated and the related recordings of all inventory items are completed.

· To conduct the Stock Takings on regular intervals.

· Any other assignment delegated by the management.
Accounts Executive, Nishat Textile Mills Ltd., 20th August 2008 to 10th October 2011.
Lahore, Pakistan.
Job Description:
Payable Module of Oracle Financial (ERP): 
· Invoice Booking and its payments (Admin, selling and export expenses).
· Reports and analysis of expenses as per management requirements.
· Monthly Prepayment status of creditors.
· Finalization of Payable Trial Balance.
Payroll Module of Oracle Financial (ERP): 
· Preparation of monthly payroll of employees.
· Annual bonus and leave encashment.
· Calculation of Income tax of salaried employees.
Cash Management Module of Oracle Financial (ERP):   
· Preparation of Monthly Bank Reconciliations on excel and now using ERP.
· Arrange bank advises of bank charges or as required.
Receivable Module of Oracle Financial (ERP): 
· Verification of sales tax invoices with Dispatch advises and send to marketing department.
· Daily receipts of local and export sales.
· Dealing with bank for bank advises of bank charges.
· Follow up of over Aging or due invoices.
· Reconciliation of receivables with customers ledger.
General Ledger Module of Oracle Financial (ERP): 
· All kinds of funds transfer.
· Preparation of all kinds of general journal entries.
· Checking, either all data is properly transferred from other Modules. 
· Finalization of trial balance.    
 General Working: 
· Monthly Accounts and Analysis 
· Monthly Inter unit reconciliation.. 
· Finalizations of Fixed Asset register.
· Analysis and working of Mark-up on monthly basis
· Preparation and audit of Accounts Provident Fund and Gratuity Fund Investment.
Technical Qualification:
· Diploma in Computer Science.
· Auto Card.
· Graphic Designing.
Courses taken included :
Office Management in HR department, Sales & Purchase, Annual Accounting.
	Oracle 6i
Ms-Office 
Ms-Word
Ms-Excel
	Ms-PowerPoint
Adobe Photoshop
Adobe Flash
Adobe Corel Draw
	Auto Cad
Peach tree tutor
Wisdom
Tally 9
Quick Book 9





Award:
Award for Outstanding Effort, Team Work in NISHAT TEXTILE MILLS LTD.
Personal Information:
Date of Birth


:
03-09-1985
Nationality


:
Pakistan
Marital Status


:
Single
Religion


:
Islam 
Visa Status


:           3 Month Visit Visa
Visa Expiry                             :          3rd April 2017
