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                            PROFILE:                 
 I am a professional and proficient Accountant and Administrator who has a track record of ensuring things run smoothly in the busy office. I have a pleasant personality and play a role of an effective team member who has the ability to meet deadlines and ensure that the highest standards of Office organization are maintained at all times. 
I have a methodical and thorough approach to work, and will maintain an enjoyable and clean working environment. I have experience of working with the general public, both face-to-face and over the telephone and am someone who will always go that extra mile to get things done. 
I have relocated to UAE to build my career in a company which nourishes the potential and provides opportunities to enhance to the next level.
                       ACADEMICS:

· University of Sunderland(UK)              Master of Business Administration                                            APR 2012
                                                                               (Finance and Business Management) 
· West London College (UK)                   Post Graduate Diploma of Business Management                   DEC 2010  

· Punjab University (PAK)                       Bachelor of Commerce  (Accounting and Management)         SEP 2008
     
           AREAS OF EXPERTISE:
· Accountant(All major accounting software)
· Accounts Payable and Accounts Receivable	
· Financial Statement
· Administration
· Business Management
· Bank Reconciliation and Finalization of Accounts
· Cash Management
· Asset Management
· SAP Financial module(Beginner)
               CAREER HISTORY:
Accountant, 
Darshire Ltd, London (May 2014-June 2016)

Provides financial information to management by researching and analyzing accounting data by preparing reports.
RESPONSIBILITIES:
	1. Prepares Asset, Liability, and Capital account entries.
1.  Preparing of Balance sheets, Income statements and financial statements according to company guidelines.
1. Supporting external auditors in their interim and year end programs.

	1. The preparation and delivery of Management Accounts.  

	1. Monitoring and reviewing company spending.   
1. Providing financial information and recommendations. 
1. Invoicing and purchase order creation and maintenance.  
1. Supporting development of short and long-term business plans.  
1. Development of sales, marketing & promotional expenditure forecasts.   
1. The preparation of month & year end results.
1. Sales activity analysis.
1. Entering vendor invoices into the system and communicating with vendors.
1. Analyze business operations, trends, and costs.



Assistant Accountant,
Empire Financial Ltd, London (APR 2012-MAY 2014)
Providing financial analysis and information that enables all areas of the company to make appropriate business decisions. Assisting in the development of systems and procedures to improve the quality and efficiency with which management information is produced.
· Post and process journal entries to ensure all business transactions are recorded.
· Update accounts receivable and issue invoices.
· Update accounts payable and perform reconciliations.
· Assist in the processing of balance sheets, income statements and other financial statements according to legal and company accounting and financial guidelines.
· Assist with reviewing of expenses, payroll records etc. as assigned.
· Update financial data in databases to ensure that information will be accurate and immediately available when needed.
· Prepare and submit weekly/monthly reports.
· Assist senior accountants in the preparation of monthly/yearly closings.
· Assist with other accounting projects.
     Additional Employment:

Assistant Accountant              
NRSP Pakistan, Sept 2008-Feb 2010
    Key Skills and Competencies:
Financial Skills:
	1. Fully qualified in accounting packages such as Tally ERP 9, PEACHTREE AND QUICKBOOKS.  

	1. Possessing strong numeric and analytical skills.

	1. Advances Excel skills.   
1. Experience of Project Accounting.
1. Good IT skills including Microsoft Office - Word, PowerPoint.   
1. Balance sheet control.
1. Resource planning. 
1. Reconciliation and the preparation of consolidated management accounts.
1. Ability to manipulate, analyze and interpret both financial and business data.
1. A capable organizer equipped with strong Excel skills. 
1. Participation in team-wide preparation of statutory accounts. 


Professional Skills:
· Qualified in Business Administration.
· Well organised and be able to prioritise tasks.
·  Effective planning and Time Management.
· Good level of accounting and numeracy skills.
· Resolving and managing queries to closure.
· Excellent communication skills, problem solving skills and attention to detail. 
· Good level of computer skills, advance level of MS OFFICE Applications.
Personal Details:
· Visa status                                     Visit visa (valid till 09-04-2017)
· Nationality                                     Pakistani
· Age                                                 29 years
· Location                                         Al-Nahda, Sharjah, UAE.
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