SAMINA 

Email: SAMINA.375426@2freemail.com 

Professional Summary

Strong accomplished experience in property management accounting, skilled at maintaining accurate records and reports and meeting challenges and deadlines. Proficient in MS Office and ERP Oracle. Quickly able to learn new systems. Hardworking, diligent and loyal.
Work Experience

Emirates Islamic Bank, Dubai (Subsidiary of Emirates NBD) Property Management Department 

Accounts Administrator

Aug’10 to Jan’17
Prepared, consolidated, and analyzed financial data and management information systems reports in support of the Operations, Planning, and Budgeting process:
· Bank Reconciliation of Building Accounts - Rental and Security Deposit Accounts. 
· Analyze financial information to prepare entries to accounts.
· Reconciliation of Receivables, Sundry Liabilities and Prepaid Expenses with Oracle generated reports.

· Validating of supplier invoices and submission of payments.

· Utility payment management (circa 20+ properties).
· Validation of FM contracts on system.

· Monthly booking and reconciliation of Accrued Expenses.

· Uploading & updating commercial leasing contracts on system. 

· Evaluation of management fees payable and receivable for higher management. 

· Home Finance reconciliations and compiling of information for the stakeholders.
 Mohammed Bin Rashid Housing Establishment, Dubai 

A public governmental establishment, providing appropriate housing to the nationals of Dubai, by providing all the services related to housing.
 Accountant General Ledger
 Jan’08 to Jul’10


 Worked in GL, AP, PO, PC & CE modules - Oracle Applications

·   Daily Available Funds Report & Project payments summary.

· Daily monitoring of entries booked in all bank accounts, recording in GL.
· Opening of sub-accounts in GL module.

· Bank Reconciliation.

· Preparation of monthly schedules for Sundry Assets & Liabilities Accounts.

· Arranging for & verifying JVs for Prepayments and other accounting entries.
· Checking & approving of payment certificates for contractors payments.
· Monthly opening & closing of accounting periods in AP and Reconciliation of AP with GL. 
· Recommending and arranging for fixed deposit placements with approved financial institutions.
 Mohammad Bin Rashid Housing Establishment (MRHE)
 Acting Head of Accounts – Temporary assignment
 Aug’08 to Mar’09

 Emirates NBD Bank, Dubai - Private Housing Finance Scheme Unit
       Account Supervisor 



 Nov’02 to Dec’07:
· Preparation of Daily Funds Position Report.
· Checking and recommending of Payment vouchers, MC applications & disbursements relating to housing loans. 

· Bank Reconciliation.

· Controlling & proper accounting of repayments received and updating on Emirates NBD system.
· Proper updating of fixed assets and monthly depreciation entries.
· Custodian of securities lodged.
· Custodian of petty cash and reconciliation.
      Emirates NBD Bank, Dubai - Finance Processing Team Member 
      Oct’99 to Oct‘02

· Prepare daily Balance Sheet and cost yield position ( EBI, MEB )

· Participate in preparation Central Bank monthly & quarterly returns.

· Passing of all daily and month end entries.

· Maintaining & presenting of PDCs for doubtful debts as required.

      Emirates NBD Bank, Dubai - Nostro Clerk

      Aug’91 to Sep’99

· Reconciliation of statements as received from correspondent banks.
· Follow up with Branches/ departments and correspondent banks on outstanding entries.

· Worked on CORONA reconciliation system.

       Sajjad Haider & Co



 
 Trainee Auditor


 Summer 1987

· Checking of payroll controls, Prepayments & Accruals.
· Verification of sales, purchase records. Petty cash.

Software Experience

· Microsoft Office suite:    (Outlook, Excel, Word, PowerPoint.)

· ERP Systems:

 Oracle Applications.
Education
Bachelor of Commerce - Karachi University - Karachi                              

    July 1989
Major subjects - Accounts, Management

 ‘A’ Levels & ‘O’ Levels – Accounts & Commerce
                         


   June 1985    
 St. Mary’s Catholic High School – Dubai
 

               
 Finishing School attended at Chateau Beau Cedre – Montreux, Switzerland
   
    July 1984

Training
ERP Systems - Oracle Applications at Emirates Islamic Bank

· AP, Leasing, Facilities Management, Manual Journal Posting

· Participated in testing on the implementation of new accounting systems.
Emirates Institute for Banking and Financial Services: 

· Financial Statements Analysis –Advanced
· Cheques & Clearing

· Excel - Advanced
· Negotiable Instruments

· Secrets of Superior Service

Emirates NBD – Emirates Islamic Bank Online Training:

· System Security Fundamentals

· Anti-Money Laundering 2014 & Refresher 2015
· Emirates Islamic – eSharia   

· Operational Risk Awareness   

· Emirates Islamic – FATCA 2015

· Emirates Islamic Sanctions Policy Awareness 2016

· AML Corporate Awareness 2017

 Mohammed Bin Rashid Housing Establishment (MRHE):
· Assisted Associates and junior team members on Oracle CE & PC 

· Participated in collection & providing data for transfer into Oracle system - Received recognition.

LANGUAGES: Fluent in English, Urdu.
COUNTRIES VISITED: Hong Kong, India, Iran, Malaysia, Nepal, Saudi Arabia Singapore, Switzerland, Taiwan, Thailand, Turkey and United Kingdom.
Personal Data
Nationality: Pakistani
Marital Status: Married
Driver’s License: UAE.
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