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 Mujtaba
Mujtaba.371464@2freemail.com   
CAREER OBJECTIVE:

  To attain a position in the related field where my educational & professional qualification and personal skills can effectively utilized.

WORK EXPERIENCE:

	NAME OF THE COMPANY
	POSITION
	DURATION

	 Robt Stone (ME) L.L.C
· Oil & Gas Contracting Company

	Administrator & Accountant
	 Working since 25th Oct 2008 To till date.

	 Pak Motors - Pakistan
	Finance Controller
	 2nd May, 2005 to 2nd  Sep, 2008


PROFESSIONAL SUMMARY:

· Having over 10 years of Experience in the field of Accounts, Finance & Administration, in which 7.5 years of experience in UAE.

· Excellent in Accounting software (Peach Tree),Analyst,ERP 300
Accounts Experience:

· Expertise in Peach Tree for the all the modules such as Accounts Payable, Accounts Receivable, Cash Management, General Ledger and Inventory Modules
· Experienced in preparing monthly financials like Trial Balance, Profit & Loss a/c, Balance Sheet, Cash Flow statement, Ratios and Analytical points on Financials.

· Expertise in monthly job analysis

· Expertise in preparing of weekly Bank, Cash positions and Cash Budget statement
· Expertise in managing the Fund Management
· Expertise in Audit preparation of yearly financials in audit format and submitting to auditors for auditing
· Strong in interaction with Auditors for Finalization of Accounts

· Experienced in preparation of monthly Bank Reconciliation statement 
· Experienced in controlling Debtors & Creditors and preparation of debtors & Creditors Outstanding list and reporting to Management
· Well versed in preparation of department wise Monthly Collection Report.
· Expertise in reconciliation of receivable & payables with their respective statements
· Expertise in dealing with banks for issue of Letters of Credit and Bank Guarantee and other various issues 
· Expertise in Preparation of monthly schedules
· Expertise in Preparation of monthly salaries (WPS)
· Handling Petty Cash 
· Supervising and coordinating subordinates to ensure in smooth accounting.
· Handling Self-Correspondence with all Business Clients, Suppliers and Banks
· Enhanced the credibility of finance function by generating accurate and timely MIS Reports
· Diplomatic and Excellent in Public Relation and Office Administration
· Knowledge of International Accounting Standards and IFRS
· Strong in adopt new analytical approaches, tools & environment.
Audit Experience:
· Vouching of Cash and Bank Books, Sale and Purchase Register, Debtors Ledger, Creditors Ledger, General Ledger so as to authenticate the figures appearing in the Books of Accounts of the client.

· Verification of Banks Reconciliation Statements, Fixed Assets and Stock
Admin Experience:
·  Admin Responibilities include Recruitment, Staffing, Visa Processing, Security Pass, Transport for workers and also responsible for food & accommodation for personnel’s.
QUALIFICATIONS:
· M.B.A from COMSATS University (Pakistan)
· B.I.T from Mohi Ud Din Islamic University (Islamabad)
· DIPLOMA in Computer Applications: Ms-Word, Excel and Presentation of Power Point.

· Accounting PACKAGE: Peachtree, Tally and Focus.
· Accounts Receivables

· Accounts Payables

· General Ledger Accounting

· Bank Accounting 

· Fixed Assets Accounting
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