 ZAFAR

E-Mail: zafar.355095@2freemail.com
JOB OBJECTIVE

An enthusiastic & high energy driven professional seeking challenging assignments in Accounting Operations, Payroll Management , Fund Management & Reporting  with an organization of high repute
PROFILE SUMMARY

· A competent professional with 7 years of experience in:
Accounts & Finance



Payroll Management


Fund / Cash Management

Risk Management



Accounts Receivables / Payables
MIS Reporting
· Presently associated with Bhaita Brothers LLC, Dubai as Sr. Accountant
· Deft in managing the payroll functions of managers, officers, staff and workers

· Proven ability to improve operations, impact business growth & maximize profits through achievements in finance management, cost reductions, internal control & productivity improvements

· Adept at controlling payroll processing functions involving computation of salary, preparation of salary certificates and assessment and filing of statutory returns

· Experience in conceptualizing and implementing financial procedures, including working capital management, internal financial controls and costing

· An effective communicator with good analytical, interpersonal and organizational skills
EMPLOYMENT DETAILS
Since Mar’12


Bhaita Brothers LLC, Dubai as Sr. Accountant
Key Result Areas: 

· Handling reconciliation of accounts receivable, payable & trial balances with the general ledger control account

· Generating monthly financial statements for each individual subsidiary company and MIS reports
· Preparing Monthly reports for Aging analysis of receivable & Payable, Monthly Flash Report, Expenses Format

· Handling annual audits and finalization in supervision with Finance Manager

· Assisting other functions; inventory. LCs, Fixed Assets and store management

· Dealing with banks, Logistics, HR, Personnel, Legal and Store on day to day matters.
· Supervising the supplier payments and managing accounts reconciliation

· Interacting and coordinating with major clients providing necessary support on all accounting issues and resolving queries from banks

· Administering all activity related to Cash Flow & Risk Management so that can be meet with daily commitments

· Executing monthly salary processing and ensuring timely disbursement of salary slips
· Checking accounts payable to ensure completeness of recording liability on a timely basis

· Ensuring that accurate claims are filed with vendors and receivables are collected on time

· Formulating budgets and conducting variance analysis to determine difference between projected figures & actual expenditure and implementing corrective actions

· Liaising and negotiating with banks and financial institutions for raising fund and non-fund based facilities to meet working capital and project requirements

· Implementing and administering payroll policies to ensure accurate and timely compliance with statutory obligations

· Developing and maintaining documentation and controls for all payroll related activities and procedures

· Serving as the main contact for all payroll related issues

· Computing salaries/ other allowances of employees, making reimbursement of Medical, Travel & various other expenses incurred by employees

· Understanding and applying a wide variety of policies, procedures and regulations relating to payroll operations and the efficient functioning of computerized payroll systems

· Updating & maintaining all leave records, attendance sheets, over time reports for staffs & workers for annual payroll operations

· Coordinating activities in the payroll by preparing payroll year end work papers for external auditors, Year-end journal entries, adjusting entries & accruals, financial reports & statements, etc. 

· Monitoring and resolving queries raised by the MIS team & audtiors
Highlights:

· Successfully carried out various projects in the payroll division and worked on ERP system (Microsoft Dynamic & Sun System) for the accounting functions of Bhaita Brothers LLC, Dubai in Year 2012 to till date

Key Achievements;

 .     Collected old deposits and outstanding receivables with the help of collections department

 .     Sorted out old payable issues 

 .     Credit term revised with suppliers and customers with the help of seniors

 .     Reduced supplier and employees’ advances through negotiation

 .     Resolved cases with insurance companies

· September 2008 to February 2012 with Unibeton Ready Mix llc Abu Dhabi as Accountant
· Worked with Unibeton Ready Mix LLC A Part of Al Fara’a Construction Group UAE as Accountant 

· Responsible for general accounting & invoicing in ERP.

· Coordinate from user dept, vendors & all plants for getting invoices & supporting documents.

· Verifying all the invoices before submitting ERP invoices to Accounts Manager for posting.

· Prepare Monthly Report as required by Management.

· Resolve quires raised MIS team.

· Prepare pending invoices status and follow-up on Monthly basis from user dept for pending invoices.

· Provision statement based on the pending LPO whose GRV has not been done but services received.

· Monthly supplier’s reconciliation with company books of accounts to find out any invoices claimed by supplier but not account our company.

· Monthly GRV reconciliation to ensure all the invoices are booked on time.

· Monthly reviews open lpo & partial lpo , taking confirmation from user dept, whether services/material to be received or not, if not , to ensure lpo not required by the user dept to be cancelled from system.

· Ensuring the compliance of the company policy.

· Monthly / Weekly plant visit.

· Responsible for other assignment decided & required by the management.

· A self-motivated, highly organized individual able to work well with all Staff at all levels in the organization. 

· Extremely polished presentation and interpersonal skills.
· Made critical decisions involving accounts.
· Financial administration -Over looked all cash, card, cheque, credit/debit and in-office card transactions.

· Captured customers and Corporations information accurately.

· A team player with good management, coaching, teaching and communication skills necessary to promote services or concepts.

PREVIOUS ASSIGNMENT

APR’04 – SEP’04
Mobilink Telecommunications, Quaidabad Punjab Pakistan as Customer Executive

INTERNSHIP

Aug’03 - Feb’04


Allied Bank of Pakistan Ltd., Quaidabad, as Cashier and Customer Executive

ACADEMIC QUALIFICATION

 Pursuing


MBA (Finance & Accounts) from Alama Iqbal Open University, Pakistan 

2005



B.Com. from University of Punjab Lahore with 2nd Division

2001



XII from Government College of Sargodha, Punjab, Pakistan,  with 2nd Division

1999
X from Suffah High School, Sargodha, Board of Intermediate and Secondary Education, Sargodha with 2nd Division

IT SKILLS

· Well versed with:

· Microsoft Office Suite (Excel, Word, PowerPoint, Access) and Internet Applications 

· ERP ( Sun System & Microsoft Dynamics )
· ACCESS

· HRMS ( Payroll Software )
PERSONAL DETAILS

Date of Birth:   


9th August, 1983

Nationality:


Pakistani

Marital Status:


Married
Driving License Details:

United Arab Emirates (Valid till 2024)

Visa Details:
Employment Visa



Languages Known:

English, Hindi Punjabi and Urdu

