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 NAVEED
                       ( Email: naveed.377144@2freemail.com  ( Mob: C/o 971504973598
                                                            Commitment | Leadership | Integrity

Qualified, experienced more than 9 year UAE+OMAN in construction Industries Self-motivated professional seeking for an Executive level position in Accounting and Administration within a reputed Contracting or Group of Companies or Financial Firms. Eager to exercise academic knowledge with a need to grow through quick learning. Skilled in executing accounting tasks such as AP/ AR, account & bank reconciliation, book of accounts closing with know how in accounts finalization and financial statement preparation. Well-organized, quick learner and hardworking team player with excellent commuhfunication, coordination, organizing, interpersonal, and time management skills. Skilled in using Accounting packages – QuickBooks, Focus ERP   , Tally ERP 9, Peachtree, Expedeon Enterprise, SAP (Version-6)  and MS Office etc. 

                                                                              AREAS OF EXPERTISE
	· Expert Accounting
· Payroll & (WPS)
· Financial Reporting
· Payables & Receivables Management

· Bank reconciliation
· Financial statement prepare
· Handling Sub Contractors
	· Accounts Finalization

· Letter of Credit ( LC )
· Report & Document Preparation 

· ERP Implementation

· Budgeting & Cost Control 

· Proficient in Accounting Software
	
	


                                                                       Professional Experience
SHAKSY ENGINEERING SERVICES LLC – OMAN                                                                                          Feb. 2016 – Feb-2018
Job ROLL: senior ACCOUNTANT 
· Responsible for consolidation and preparation annual, quarterly and weekly financial statements.
· Reconciliation of Bank/Cash Book with Physical Cash. I used to have access for all the net banking statements and update the accounts book in the system.

· Deal with sub-contractor and Suppliers and filling the all Records. Negotiation with sub-contractor and suppliers and manage the all Current & PDC timely issue and recovery.
· Preparing Cheque for all the sub-contractors and suppliers. Including advance payment.
· Preparing Performance Financially (Receivable) Report for all the projects on monthly basis.
· Deal with Bank to apply the Loan, LC, invoice discounting, Overdraft, 
· Preparing LC documents for sub contracts payments.
· Preparing Weekly cash flow for management on weekly basis.
· Preparing Salaries, Wages and Final settlement for staffs and workers.
· Analyze monthly financial results to ensure that financial statements are correct and presented accordingly.
· Deposit all pending PDC to the Bank on Due course and prepare the Bank Deposits.
· Liaise with Bank People and solving financial Issues by arranging STL (Short Term Loans) against vendors.

· Handling payables. Ensure on time payments and issue the payments for approved invoices. 

· Handling PDC’s and updating the management every 10 days from the date of the cheque to arrange the funds for the same to avoid any remarks and also alerts for the utility bills for on time payments.

· Commanding Assistant accountant to segregate the expenses and income for cost center (as per projects wise expense) to track job costing accurately.
· Manage the accounting and finance including any petty cash funds and field office finance and accounting activities.
· Mange the accounting Petty Cash site by site and also handle petty cash HR & Administration Department. 
· Systematically and manually maintaining Accounts Receivable, Payables and General Ledger.
· Facilitated “no-fault” internal and external audits as a result of sound recordkeeping and thorough documentation.

· Instituted thorough cross-checking of pack-lists, receivers and invoices that halted a previous history of thousands of dollars in overpayments to suppliers. 
· Renegotiated payment terms with dozens of suppliers/vendors from Net 7 to Net 90 days for manufacturer emerging from bankruptcy. Improved cash flow and helped facilitate company’s return to profitability.

· Composed effective accounting and ad-hoc reports summarizing A/P data for supply chain, HR and other departments.

· Consistently maintained accuracy in calculating figures and amounts such as discounts, interest, commissions, proportions and percentages. 

· Handled the processing, distribution, accuracy verification and maintenance of invoices, interfacing extensively with a nationwide network of vendors and suppliers.
SUN ISLAND CONTRACTING LLC DUBAI-UAE



                      JAN 2014 – JAN 2016
job roll: Sr.ACCOUNTANT
· Reconciliation of Bank/Cash Book with Physical Cash. I used to have access for all the net banking statements and update the accounts book in the system.
· Prepare, Examine and analyses accounting records, profit Loss Account, Financial Statements, Cash Flow Statement and other financial reports to weekly close schedule.
· Liaise with Bank People and solving financial Issues by arranging STL (Short Term Loans) against vendors.

· Review and prepare the payroll for management approval. Calculation of the overtime according to UAE law for labours.
· Maintaining Staff records visa, Appointment letter, Increment Letter, Termination letter and preparation of full & final settlement statement including gratuity and leave salary.
· Handling payables. Ensure on time payments and issue the payments for approved invoices.

· I used to compare the old and new prices, if found difference I used to issue a debit note accordingly, and communicating with the purchase department for the same.
· Preparing Goods Receipt note for equipment on daily basis.
· Confirming and posting of equipment Invoices on daily basis. 
· Preparing Cash flow on daily basis
· Preparing Bank Reconciliation and Bank JV’s on weekly and Monthly basis.
· Preparation of cheques and Payment Vouchers.  
· And all other accounts related works up to finalization.
· Handling PDC’s and updating the management every 10 days from the date of the cheque to arrange the funds for the same to avoid any remarks and also alerts for the utility bills for on time payments.

· Commanding Assistant accountant to segregate the expenses and income for cost center (as per projects wise expense) to track job costing accurately.

· I used to co-operate with engineers for receivable updating while we produce payment certificate for BOQ. 

· Handling cash disbursement and cash reconciliation.

· Processing billing, handling collection, preparing daily bank deposits, fund transfers, all transactions with banks and bank reconciliation. Insurance and vendors transactions.

· Prepares monthly payroll for all contract labour workers of different assigned companies according to WPS. 

· I used to apply for CAR (Contract against Risk) for all the new projects and monitoring expiry of CAR against old project.
· Deal with Bank to apply the Loan, LC, invoice discounting, Overdraft, 
                                                                                     Kept the record using Tally ERP 9
AL NASR CONSTRUCTION COMPANY, UAE
                          
                                       May2005 – Aug2008 
job rile: Accountant
· Reconcile Book to Bank Statement of account monthly statement

· Preparation of monthly Profit and Loss, Balance sheet and Cash flow statements.

· Manage the accounting and finance including any petty cash funds and field office finance and accounting activities.

· Provide monthly report both Balance Sheet and Profit & Loss, among others required.

· Coordinate payment of invoices.
· Deal with all bank related transfer/transaction or account issues.
· Prepares monthly payroll for all contract labour workers of different assigned companies.
· Updating and maintaining payroll records like calculation & processing salaries and final settlement annual leave, absences, overtime etc

· Correspondent of all manpower agents outside UAE by accumulating qualified application with sound terms and conditions.

· Carries out decision-making and solving problems arises between employer and its employees.

· Updating daily Cash In and Cash Out; prepares Monthly Income & Expense Report; safekeeping of all original passport, visa and contract.
· Maintains and updates filing systems. Coordinates and follows-up with concerned personnel on matters related to visas, security passes, transport, accommodation as PRO in collating and preparation of visa application with required documents to be submitted in government institutions like immigration and ministry of labour.
MARHABA RESORT & HOTEL SHARJAH, UAE    

                            
                  JUN2013 - DEC2014
Job role: Accountant
· Carries out decision-making and solving problems arises between employer and its employees.

· Prepare, examine, and analyses accounting records, Profit Loss Account, financial statements, Cash flow statement and other financial reports to monthly close schedule.

· Prepare monthly accounts reconciliation (with banks and suppliers) and resolve any discrepancies.

· ALL tax calculation monthly and pay to Municipality of SHARJAH (UAE).

· Report to management regarding the finances.

· Maintained petty cash.

· prepare salary and distribute through wage protection System (WPS) 

· Prepare forms and manuals for accounting and bookkeeping personnel, and direct their work activities.

· Process orders in coordination with Procurement and issue payments as per agreed terms with suppliers.

· Monitor the Accounts Payable and schedule payments to suppliers.
· Record, monitor and schedule all the recurring sales invoices and payables.
· Schedule weekly cash transfers to remote regional offices.
· Review contract obligations to ensure all contract invoices have been received.

· Kept the record using Ms. Excel and Peachtree Software?
Askari Bank Limited Pakistan                        
                              May2011 – May2013
job role: Accountant
· Carrying out such other tasks is entrusted by Management.

· Meet and great customer as protocol executive.

·  Prepare utility vouchers, filling bank account form, cheque book issuing request, and helping pensioner.

·  Helping walk in customers after knowing their requirements to their required counters. 

· Other duties as assigned by the branch manager.

· Ensuring that the tills balance up at the end of the day and managing online work.

· Perform daily entry of accounting and weekly perform checking and updating.

· Working effectively as part of a hardworking and customer driven team.

· Processing all incoming payments received by mail, fax and email. 
                                                                        Education
                                                      ( CIMA (UK) 

CIMA certificate business accounting holder.

                                                     ( MBA (Finance)

                                                    Finalist. Virtual university Pakistan Islamabad campus
                                                     ( Bachelor of Commerce (B.Com)

                                                            Allama Iqbal Open University Islamabad, Pakistan.
                                                     ( FSC (Pre-engineering)

                                                            Federal Board Islamabad, Pakistan.
                                                      ( Tally Accounting Software 
	                                                                 Training And Certificate 


Prince Salman College of Professional Education, Islamabad, Pakistan

Type of Training: Advance Computer Course

Duration: 6 months - (From April 2005 to Sep 2005)

Prince Salman college of Professional Education, Islamabad, Pakistan

Type of training: Peachtree Accounting Course 

Duration: 6 month – (From March 2006 to August 2006)
                                                                       Skills & qualities
· Strong skills use in Peachtree Accounting Software.
· Strong skills use in Tally ERP 9 software.
· Strong skills use in WINHMS front office Software.

· Strong Skills use in WORD EXCEL.
· Strong Skills use in EXPEDEON Enterprise.
· Strong understanding of accounting theory.

· Working knowledge of IFRS/GAAP.
· Good all round Financial Accounting knowledge.

· Knowledge of Account payable & receivable processes and procedure.

· Strong organizational, administrative and analytical skills. 
                                                                       PERSONAL INFORMATION

( Pakistan ( Married ( DOB 25-09-1985  ( Language – English and Urdu, Hindi, 75% ARABIC
