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Muhammad 
Muhammad.348726@2freemail.com 
Career Objective

A highly confident, creative, goal-oriented professional, seriously organized with national and international experience to manage multiple responsibilities and meet deadlines. A strong work combined with a commitment to excellence in all responsibilities undertaken in the course of accounts, finance and audit.  

Professional Qualification
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ASSOCIATION OF CHARTERED CERTIFIED ACCOUNTANT (Affiliate)    (2016)
ACCA UK 
ADVANCE DIPLOMA IN ACCOUNTING AND BUSINESS
         


   (2012)
ACCA UK
Academic Education
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Bachelor in commerce- B.com


 (2009)


Bahauddin Zakariya University
Intermediate in commerce- I.com
 (2007)


Intermediate Board of Education Multan
Areas of Expertise
	· MS Excel, Word
· Accounting Software’s (Pact RevenU, Tally, Quick Book, Peach tree).
· Exceptionally Impressive Learning Skills
· Grip over preparation of financial statements
	· Proficient in management and analytical skills
· Good interpersonal and communication skills
· Assistance in designing and implementing internal controls
	· Extensive knowledge of

International Financial Reporting Standards and Auditing Standards

· Ability to meet deadlines

· Full command over audit techniques


Work Experience Summary
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Al-Taameer Group U.A.E (Gold Status)
Al-Taameer Gen.Cont.Co

Designation:   Accountant General
March 2014 to May 2016
Al-Taameer Group is a diversified group of companies, including Al-Taameer Gen. Cont. Co, Al-Taameer Power & Electricity, Al-Taameer Wood & Decor, Al-Taameer Figure Interior, Al-Taameer Aluminum. It is one of leading Construction Group in UAE with more than 500 employees.
Major Responsibilities are:
· Prepare and Post journal entries into ERP system to close monthly ending Process.

· Charges expenses to accounts and cost centers by analyzing invoice with purchase orders and delivery note.

· Verifies vendor accounts by reconciling monthly statements and related transactions.

· Prepare and verify Journal Voucher for General ledger.
· Managed the accurate and timely processing of invoices per month for large, multi-site organizations. Assessed and closed A/P and A/R sub-ledger on a monthly basis, validated content and resolved various issues.
· Prepare monthly and yearly balances from invoices and record accurately in their related accounts.

· Responsible for the preparation and processing of monthly payroll for over 100 employees; review and ensure accuracy of approved timesheets; track and deduct all garnishments and other special payroll deductions
· Preparing Payroll reconciliation, process cheques for payment of salaries and Checking employees leave and final settlement.

· Performing duties in compliance with IFRS, company and department policies and procedures, internal controls requirements.

· Posts customer payments by recording cash, checks, and credit card transactions.

· Prepare invoices for data entry and payments process backup reports after data entry.

· Keeping the record of customer payments on daily basis and track all the money received and prepare deposits regularly.

· Reconcile the accounts receivable ledger to ensure that all payments are accounted for and properly posted.

· Manage cash application making sure all cash receipts are applied properly and conduct credit checks on all customers, establish and manage limits.

· Weekly reporting of invoicing totals, aging totals, cash receipts, invoice adjustments.

· Review and collect cash deposit slip and enter receipt into ERP system.

· Design and maintain an effective control environment over all key financial processes including accounts receivable and accounts payables as well as accounting and reporting.
· Directly responsible for all purchases and process purchase order for store department.
· Monitoring store department for handling all the material and issue to production department.

· Process all documentation which needed to both department store and production and entre into ERP system.
· Prepare daily, weekly, monthly and yearly reports on inventory used project wise and send to head office.

· Resolving all labor issues and treat them in a best manners.
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Ibrahim Knit Wear Ltd
Designation: Assistant Finance Manager
JANUARY 2013 TO JUNE 2013

Major Responsibilities are:

· Provide key accounting information within established timelines to the Finance Manager in areas such as operating results and budget versus actual and report any issues with respect to planning and budgeting to the Finance Manager.
· Ratio analysis, Horizontal and vertical analysis of financial information.
· Assist in ensuring effective implementation and enforcement of the approved budget, monitor and report on budget variance and identify key issues and potential corrective action.

· Reporting on capital expenditure, project costs and financial benefits/loss against the business case assumption. 

· Ensure the implementation and enforcement of the established financial strategy as well as the financial policies and procedures and systems, identifying opportunities for continuous improvement.
· Maintaining accurate and prudent accruals and prepayments schedules on monthly basis with detailed comments.
· Assistance in preparation and communication of periodic financial reports to the Head Office based on the guidelines defined and provide help in gathering financial information.
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Askari Bank Ltd
Designation: Management Trainee
SEPTEMBER 2009 TO NOVEMBER 2009
 Major Responsibilities are:

· Deal with the customers and opening their accounts.
· Maintaining the progress of the work as agreed with the immediate supervisors before proceeding to the next department

· Completing the required training hours as indicated in the schools endorsement

· Use vouching techniques before the year end.
· General banking.
Diploma, Certificate and Others
· Diploma in Office Management                   

       (Peachtree, Tally, Quick Books, Pact RevenU)
· Diploma in Computerized Accounting  


        (world, Excel, Access, Power point, Outlook)
· Talent Gymnasium



                                  Association of Chartered Certified Accountants (ACCA)

Computer Literacy

· Carried out work using different accounting software’s (Telly, Quick book and Peachtree, Pact RevenU) in different organisations.
· Worked under Windows environment and well equipped with the knowledge of MS Word and MS Excel.
Personal Profile
Date of Birth:

January 10, 1987
Nationality:


Pakistani

Marital Status:

Single
Languages:


English, Arabic, Urdu, Hindi, Punjabi
References

Will be furnished if desired.
