SUMERA
: sumera.367931@2freemail.com 

Objective:

A dynamic career, which provides a challenging work environment, fosters success and growth, encourages innovation and creativity and develops my skills to expand the department’s performance and organization’s credibility & profitability.

ZIYAFAT FOODS FZCO:

Worked as an Assistant Procurement /Accounts Manager- July 2014 – October 2016 My responsibilities are as following:

Bank reconciliation statements on monthly basis. Responsible for Company Accounts.

Making invoices Account Receivable and Payables. Networking with suppliers includes negotiations.

Preparing purchase orders and subcontracts. Approving bills of payment.

Employees Payroll Management.

Respond and follow up sales inquiries by telephone and via emails. Maintain and develop new and existing customer.

THE VISION CORPORATION PAKISTAN.

Served as Assistant Operational Manager- Commercial – in The Vision Corporation, since January 2010 to Feb 2014.

I have joined TVC as an officer then promoted to Assistant Operational Manager-Commercial. My responsibilities were as following

Responsible for Contract Negotiations and Deal Making for Procurement of Goods from Manufacturers, and services from International Shipping Lines i.e. Maersk Group, Mediterranean Shipping Company (MSC), MOL, POL etc, local and International Freight Forwarders and NVOCCs, Sea and Dry Port Handling companies.

Correspondence with Financial Institutions and management of financial process.

Managing the Accounting and Monitoring Systems for the company’s Finances working with Auditors.

Bank reconciliation statements on monthly basis.

Responsibility for relevant monthly reconciliations and to ensure the financial statements are reflecting a correct position on a monthly basis.

To carry out reviews on the internal financial controls and make recommendations for improvements.

Strategic planning, recommendation and implementation of Investment and hedging.

Assistance and supervision of comprehensive sales strategy for our business.

HBL BANK – Aug 2005 to November 2009

Assistant Manager

Monitoring suspicious transaction activity and money laundering procedure prevention.

Assist in branch admin duties as assigned by GM.

One window operation service provider (cash, Cheques, drafts, transfers, etc.)

· OPERATIONS – (Different periods)
Worked in various Departments details are as under:

CASH

REMITTANCE

CLEARING

ACCOUNT OPENING


IMPORT & EXPORT TERMINAL, KPT (BOOTH) –As an Officiating Incharge:

Worked as an Officiating Incharge at HBL, KPT Import / Export Terminal in absence of

Incharge

Clearing:

Receiving KPT Port Dues against clearing instruments timely posting balancing & reconcile PAK Accounts in MISYS System (Outward, Inward, Intercity, & Same day clearing).

PROFESSIONAL TRAININGS / COURSES

1) Operation Officers Training Program from HABIB BANK LIMITED, held at Management Development Institute (MDI), Karachi
Course Details

· Habib Bank (The Bank)
· Basic Banking Laws & Practice
· HBL Accounting System
· Deposits
· Remittances
· Collection
· Cash Handling & Operation
· Customer Care
2) KYC / Anti Money Laundering from Habib Bank Limited, held at Management Development Institute (MDI), Karachi
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PROFESSIONAL QUALIFICATION

· MBA in Banking and Finance From Iqra University.(Thesis Left)
· PFA (Intermediate) Pakistan Institute of Public Finance Accounts.
ACADEMIC QUALIFICATION

· M.A. (Economics & Finance) – University of Karachi - 2010
· Bachelor of Commerce - University of Karachi – 2005
· Intermediate Commerce - Board of Intermediate Education, Karachi – 2001
· Matriculation Computer Science - Board of Secondary Education, Karachi – 1999
PROFESSIONAL / COMPUTER SKILLS

1) ”MISYS” Banking Software from Habib Bank Limited, held at Management Development Institute (MDI), Karachi

2) SBP – Foreign Exchange Returns
Banking Software of Foreign Exchange Return (Import / Export) from Habib Bank Limited.

3) Office Package from Computer House Software Training.
4) QuickBook Accounting Software.

5) Xero Accounting Software.

REWARDS & ACHIEVEMENTS

· Cash reward for punctuality in The Vision Corporation.
· Foreign tour with Family for 15 days in The Vision Corporation.
· Performance Rating “A” for the year 2008 in HBL.
· Cash Reward for Best Performance in very first year after permanent in 2007 from
Habib Bank Limited.

Reference:

Will be provided when required.
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