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TAHIR
Email:
tahir.369417@2freemail.com
	OBJECTIVE
	To achieve professional excellence in a challenging environment

	
	and  contribute  towards  growth  of  an  organization  that  offers

	
	opportunities for professional and personal growth.

	
	To develop skills in the fields of financial accounting and reporting,

	
	taxation  and  preparation  of  financial  models  and  feasibility

	
	studies.

	
	

	ACADEMIC QUALIFICATIONS
	Master in business administration(Finance)Preston University

	
	Bachelor in commerce from Punjab University

	
	Diploma in commerce from Peshawar Board

	
	Certificate in commerce from Peshawar Board

	
	Matriculation from Federal Board Islamabad

	
	

	PROFESSIONAL QUALIFICATION
	 Institute of Chartered Accountants of Pakistan

	
	Software  diploma  from  college  of  talented  students,

	CA Inter (Module A to D)
	Islamabad

	
	

	PROFESSIONAL EXPERIENCE
	I have worked with a diverse variety of organizations in different

	
	positions. In my almost ten years and three months of career, I

	
	have proved my role each position and task, I have been assigned

	
	to.

	
	During my career, I have worked with the following esteemed

	
	organisation.  My  position,  responsibilities  and  time  period  is

	
	mentioned thereby:

	
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 Zagros Group.(Kurdistan)
Finance Manger
15th Sep, 2015 to 18th Jun, 2016
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China Petroleum Engineering &
Construction Corp.(Iraq Project)
General Accountant
1st Mar, 2015 To 31st Mar, 2015

· Gulf Geophysics FZCO (IRAQ) Chief Accountant/ Internal auditor 
15th Sep, 2012 TO 14th August 2014






Maintain system of accounts and keep records on all company transactions and assets.

Investigated and resolved outstanding issues. Implemented accounting standards.
Identified potential opportunities through cost analysis.
Advised on resource operations, tax policies, accounting procedures and budget forecasts.
Prepared data, analyses, and variance explanations and coordinated with the sales and marketing departments with required reporting.
Administered financial accounts, cash monitoring and reconciliations.
Updated General Ledger and portfolio system accounting. Assisted with the preparation of support for annual audits by outside auditors and preparation of fund tax returns.
Liaised with external service providers, including external auditors and Government departments, as well as suppliers and contractors.
Assisted the Financial Services Manager where necessary. Succeeded in leading a team of accountants, providing management, training and development.
Supervise all regular accounting processes and Journal Entries plus monthly closure accounts.
Organize all company financial programs and ensure compliance to budgetary requirements.
Supervise and ensure efficient working of all financial transactions in organization.
Monitor and implement all accounts payable check activation and wire transactions.
Assist departments in account reconciliation process on monthly basis.
Monitor authorized account reconciliation process.
Administer all bank transactions and oversee data recording procedures monthly.
Provide support to auxiliary schedules for auditing purposes as per assigned work.
Analyze different general ledger accounts regularly. Develop budgetary plans for processes as per requirement.
Collect bank statements on monthly basis and making bank reconciliation statement.
Design and prepare audit schedules for external audit processors. Provide support to safe keeping of internal expenses in company. Monitor account reconciliation, tax and calculations inclusive of cost accounting.
Preparation of monthly P&L, balance sheet and cash flows Preparation of branch budget, accounts receivable & payable management.
Preparation of sales invoices, customers ledgers reconciliation. Preparation of overdue reports & strong follow up for its recovery. Periodic meetings of AR, OD, and credit limits with staff.
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BGP Inc., CNPC (Basra-Iraq branch)
Project Accountant/HR consultant 15th Sep, 2011 TO 14th Sep, 2012


Posting debit note, credit note, and cash discount in FIMS software.

Making online payments (Salary/subcontractors) through Dubai CITI and strong communication with concern banks. Also fund adjustment through Dubai fund centre.
Preparation of withholding tax returns (yearly)
Asst to finance manger in preparation of bedding documents for the new projects.
Prepare reports of expenses, service revenues and its variance analysis.
Verifying local purchase order (LPO) & posting it in FIMS software. Checking & posting services revenue, parts consumption.
Petty cash management using imprested system with reporting & prepare bank reconciliation statement.
Physical inventory count & prepare its reconciliation report in different projects.
Checking the GRN & POD record at warehouse.
Preparation of employee’s incentive reports & maintenance of fixed assets register.
Manage and operate daily financial transactions and posting in ERP (FMIS-Financial) software.
FIMS-Financial software training to new accountant in the region. Compliance with BGP financial policies, procedure, rules and regulation.
Propose and support the Finance Manager on financial and administrative matters.
Ensure maintenance of vendors and third party accounts and timely clearance of outstanding.
Interact with internal and external auditors in conducting audits. Dealing with bank, suppliers and other financial parties in different matters. Review periodic physical inventory to match with system stock.
Examining company accounts and financial control systems Gauging levels of financial risk within organizations
Checking that financial reports and records are accurate and reliable
Ensuring that assets are safeguarded Preparing reports and financial statements
Liaising with managerial staff and presenting findings and recommendations
Ensuring procedures, policies, legislation and regulations are correctly followed and complied with
undertaking reviews of wages
Attending meetings with auditors to develop an understanding of business processes;
Travelling to different sites to meet relevant staff and obtain documents and information.
As Accountant: My responsibilities at this organization on project side invoicing to clients, payroll preparation (local and foreign employees), posting of vouchers, Cost controlling and financial
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BGP (Pakistan) International
Project Accountant
14th March,2008 TO 14th Sep, 2011 (1ST 6 months in BGP Warehouse+ 3 years & 4 months in Projects for BP, ENI, MOL,PPL,Mari Gas,New Horizon)

Friends Enterprises
Accountant/Office Asst.
1st Feb, 2006 to 13th mar, 2008


matters included bookkeeping, Fund/Cash management, reporting and preparation of accounts, reconciliation of suppliers’ ledger, preparation of bank reconciliation statements and dealing with banks, financial reports regarding purchases, stock on site, preparation suppliers/subcontractor payments and monthly reporting to the Head Office. Filling of documents with the requirements of audit and supporting documents.

As HR Consultant: working closely with departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures;
promoting equality and diversity as part of the culture of the organisation;
liaising with a wide range of people involved in policy areas such as staff performance and health and safety;
recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing and selecting candidates; developing and implementing policies on issues such as working conditions, performance management, equal opportunities, disciplinary procedures and absence management;
advising on pay and other remuneration issues, including promotion and benefits;
negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions; administering payroll and maintaining employee records; interpreting and advising on employment law;
dealing with grievances and implementing disciplinary procedures;
developing with line managers HR planning strategies which consider immediate and long-term staff requirements;
Planning, and sometimes delivering, training, including inductions for new staff.
My responsibilities at this organization on project side Cost controlling and financial matters included bookkeeping, Fund/Cash management, payroll preparation, reporting and preparation of accounts, reconciliation of suppliers’ ledger, preparation of bank reconciliation statements and dealing with bankers, posting of vouchers, financial reports regarding purchases, stock and sales, preparation suppliers payments and monthly reporting to the Head Office.
It was a small setup and was responsible for managing the whole finance matters i.e. payroll preparation, follow-up of outstanding debtors, reconciliation of suppliers’ ledger, maintaining fixed assets

Executive Lodges(Hotel)
Accountant
1st April , 2005 to 13th Jan, 2006
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Frontier Computer & Commerce
College PROFESSOR


register, preparation of bank reconciliation statements and dealing our bankers, posting of vouchers, financial reports regarding purchases, stock and sales, preparation of financial statements and filing of income tax returns under the Income Tax Ordinance, 2001.

Other duties as an admin officer include building business relationship, coordination with the client, and assignment of duties to staff.
I was involved in the process of registration of the company with the registrar, income tax authorities and the chambers of commerce. I was solely responsible for the bookkeeping (general ledger), inventory management, payroll, reconciliation of supplier’s ledger, follow-up for outstanding debtors, allocation of expenses, bank reconciliation statements, financial reports on sales and purchases, purchase of office supplies, cash management, coordination with other departments, dealing with company’s bankers and preparation of and finalization yearly and monthly financial statements.
To maintain proper and complete accounting records of the hotel. To ensure that the accounts, records and transactions of the hotel are accurate and correct at all times.
To implement all necessary controls to safeguard the assets of the hotel.
To prepare and interpret the financial statements and reports of the hotel.
To provide financial information to management as tools for maximizing profits and planning for the future. Reports which should stimulate management action.
To compile, together with the other executives, budgets and forecasts covering all activities of the hotel.
To compile treasury/cash flow forecasts for the business.
To ensure that there are, at all times, proper procedures and controls for the guest cashiers and other cashiers in the hotel, notwithstanding the fact that these areas are not the direct responsibility of the controller.
To ensure proper controls for F&B cashiers.
To ensure that there are, at all times, proper procedures and controls for purchasing, receiving, stores and requisitioning.
To ensure that the hotel complies with the established credit and collection procedures, with particular attention to front office, group and meetings/banqueting processes.
I have worked as professor with this college for a short time as a part time job to polish my knowledge and confidence. I was teaching the following subjects at the college:

Accounting

Economics & Banking Finance
Statistics
Commerce
	BRIEF ABOUT MYSELF
	I have strong computer/spread sheet skills, organizational aptitude
	

	
	
	and  proven  ability  to  influence  business  partners.  Being  an
	

	
	
	effective communicator and problem-solver, I enjoy supporting
	

	
	
	the efforts of multiple departments.
	

	Extra Curricular Activities
	Throughout my career, I have actively participated in activities like
	

	
	
	sports and inter-college debates. Being prefect of the house, I
	

	
	
	coordinated and managed sports competitions with other schools
	

	
	
	and colleges.
	
	
	

	
	
	Knowledge of preparation of financial statements
	

	
	SKILLS
	Ensuring   compliance   with
	International   Financial   Reporting
	

	
	
	
	
	
	
	

	
	
	Standards (IFRSs)
	
	
	

	
	
	Able to analyze financial statements, development of operating
	

	
	
	budget & its variance analysis
	
	

	
	
	Adaptable and flexible, energetic and proactive, excellent team
	

	
	
	player and leadership skill
	
	

	COMPUTER KNOWLEDGE
	Operating Systems
	
	

	
	
	I  have  worked  of  different  operating  systems  and  accounting
	

	
	
	software. I have a comprehensive knowledge and grip over the
	

	
	
	use of Microsoft Word, Microsoft Excel, Internet browsing and email
	

	
	
	(Microsoft Internet Explorer and Microsoft Outlook Express).
	

	
	
	Desktop Applications
	
	

	
	
	All utilities of Microsoft office and trouble shooting of Windows
	

	
	
	Professional XP and Windows 9X.
	

	
	
	Accounting Systems
	
	

	
	
	I have extensively used the following accounting systems:
	

	
	
	
	FIMS(Enterprise resource planning-ERP)
	

	
	
	
	Quick Books
	
	

	
	
	Internet
	
	
	

	
	
	MS Internet Explorer, MS Outlook Express
	

	LANGUAGES
	I have complete grip over the spoken and written aspects of the
	

	
	
	following languages:
	
	

	
	
	
	English
	
	
	

	
	
	
	Urdu
	
	
	

	
	
	
	Pushto
	
	
	

	
	
	Arabic/Kurdish
	
	

	INTERESTS
	Computer knowledge, reading best sellers, travelling and internet
	

	
	
	surfing.
	
	
	


