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Email: raza.369420@2freemail.com 
Current location: Sharjah,UAE

PROFILE SNAPSHOT


EXPERIENCE
04+ years in Tourism & Trading field
Current Role: Accounts & Admin/HR Executive


EXPERTISE

Bank reconciliation, Supplier/Customer reco., Imp-ort Costing, Ageing of creditors/debtors, LTR sche-dule, Co-ordination with Banks, Communication wi-
th external auditors, Pre-payment schedule, Disbur-sementof employees Salary (Payroll), Privilege lea-ve& final settlement.
PROFESSIONAL QUALIFICATION
CAT - Certified Accounting Technician, UK
ACCA - Association of Chartered Certified Accountants, UK

P R  O  F  E  S  S  I  O  N  A  L    E X  P  E  R  I  E  N  C  E

City Lights Trading LLC,Sharjah, UAE
September 2015 –March 2017
Current designation: Accountant cum Payroll Executive
Roles and responsibilities:
· Bank position &reconciliation. 
· Reconciliation of suppliers &customersledger. 
· Ageing of creditors. 
· Inter-company reconciliations & adjustment. 
· Maintain a schedule of amount payable to supplier according to credit terms in order to avoid any lapse of payment & to avail any discount, if feasible. 
· Processing TR (Trust Receipts)/remittance request from banks/exchanges for payments to local & overseas suppliers. 
· General accounting entries on daily basis. 
· Petty cash. 
· Import costing. 
· Maintain a schedule of amount due to bank towards loan re-payment - LTR schedule 
· Analysing the opportunity to avoid any extra finance/interest charges through pre-settlement of loans. 
· UpdatingPPPEaccount& recognize depreciation expense as per IAS 16. 
· Co-ordination with banks. 
· Maintain provision of accrued expenses as per IAS 37. 
· Finalization of statement of comprehensive income & statement of financial position. (to be incl. in MIS report.) 
· Communication with external auditors & providing of relevant documents for audit. 
· Updating Pre-payment schedules on a monthly basis along with month-end adj. JV’s. 
· Catering company important documents I.E Trade License, Labour Card, Establishment Card etc. along with staff’s immigration & labour renewals& arranging formalities for new induction & any redundancy as well. 
· Payroll – Disbursement of staff’s salary. 
· Final & leave settlements of employee’s. 
· Role of HR I.E finding suitable candidates for the desired position as per senior management requisite, is also incorporated in my JD, incl. Catering of staff day to day matters. 
Previous Employment:
January 2012 to December 2014
Wadia Tourism LLC, Dubai, UAE.
Previous Designation: Accounts Assistant
Roles and responsibilities:
· Checking/Recording of payments collected from all customers. 
· Typing & posting of all visa applications received, till its finalization. 
· Recording of all company expenses in their respective (relevant) account/head. 
· Preparation of invoices for wholesale customers. 
· Providing assistance/guidance to clients regarding visa requirements. 
· Preparation of bank reconciliation on monthly basis. 
P R  O  F  E  S  S  I  O  N  A  L    Q U  A  L  I  F  I  C  A  T  I  O  N  S

· Association of Chartered Certified Accountants (ACCA), UK. Qualified since 2015. 
· Certified Accounting Technician (CAT), UK. Qualified since 2012. 
A C  A  D  E  M  I  C    Q  U  A  L  I  F  I  C  A  T  I  O  N  S


B.com (Bachelor of Commerce) - University of Karachi(Dec 2011).
S K  I  L  L  S    A  N  D    V  O  L  U  N  T  E  E  R    A  C  T  I  V  I  T  I  E  S

· Knowledge and experience of using Quickbooks, Tally ERP-9.0 
· Advanced skills in Microsoft Office tools such as Excel, Word and PowerPoint. 
· Valid UAE Driving License. 
P E  R  S  O  N  A  L    P  R  O  F  I  L  E

· Visa Status: Visit Visa (Valid till 01st August, 2017) 
· Notice period: Immediately. 
· Family status: Married 
References available on request.
