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NAEEM
C/o-Contact: +971504973598
Email: naeem.378321@2freemail.com 
Objective
I am looking to work in a stimulating and challenging environment and willing to undertake further training and development for career growth and promotion like opportunities in a way to safeguard organization strategic and financial objectives.
Academic Background
	Degree/ Certificate
	Year
	Division/ CGPA
	Institution

	M.Com
	2012
	3.71
	University of Management & Technology, LHR

	B.Com
	2010
	1st Division
	University of Punjab, LHR

	F.Sc (Pre Engg)
	2008
	1st Division
	Board of Intermediate & Secondary Education, LHR

	10th Standard
	2006
	1st Division
	Board of Intermediate & Secondary Education, LHR


Work Experience
Company:       European Star Super Market LLC.
Duration:        June 2014 to Present
Designation:   Accountant General
Industry:
Retail
As an Accountant General I am performing following duties: 
· Handle accounts payables including updating vendor ledgers.

· Preparing monthly supplier statements and bank reconciliations.

· Liaison with suppliers and banks.

· Prepare all payroll functions to ensure that employees are paid in a timely and accurate manner.

· Preparing and filing WPS.

· Preparing and reconciles payroll entries, account reconciliation and prepare payroll reports.
· Records asset, liability, revenue and expenses entries by compiling and analyzing account information.

· Record General Ledger entries by maintaining complete records.
· Preparation of Trial balance and reconciling entries.

· Look after VAT Registrations, VAT return filings, Financial Statements etc.
· Communicate with clients, customers, and Customer Service regarding the calculation of VAT.
· Prepare all VAT returns in a timely manner and file the same with VAT authorities to resolve queries if any.
· Prepare VAT returns and related VAT compliance filings for clients. 
· Ownership of process for the preparation, validation and submission of monthly statements in compliance with the relevant VAT regulations. 

· Compliance and accounting of the VAT liabilities of the company’s operations.
· Provide cover for the preparation, validation and submission of monthly and quarterly VAT returns.
· Summarizes financial status by collecting information, Balance Sheet, Profit and Loss etc.
· Perform monthly and quarterly revenue and balance sheet analysis

· Preparation of periodic reports comparing budgeted cost to actual costs.

· Verify, check and review sales and also perform monthly performance review supported by variance analysis.

· Any other tasks assigned by the management.

Company:       K & N’s Foods (Pvt) Ltd.
Duration:        December 2012 to June 2014
Designation:   Internal Audit Officer

Industry:         Food Processing
Have performed following responsibilities as an Internal Audit Officer;
Establishing an effective and independent internal audit services for the management support of the company. Managing a sound internal control system within the company and planning, supervising and reporting the results of all internal audits and related assignments with recommendations wherever applicable.

Conducting internal control evaluation and risk assessment to identify loopholes and areas requiring management intervention to prevent frauds, embezzlements, misappropriations, misuse and wastage and ensuring that objectives of the organization are achieved economically, efficiently and effectively.

To assess internal controls over payments to vendors as per stipulated terms and conditions, receipts are as per sales made, stocks (raw material, work in progress and finished goods) in and out and their reconciliation.

Ensuring that systems exist for generation of accurate and reliable for financial and accounting information.

Assisting the finance and accounts department in preparation of SOP’s in critical areas like meeting financial obligations and the process itself. Specifying internal checks including pre audit checks, adherence to policies procedures and compliance with local laws for the time being in force and international accounting standards.

Preparing special reports when asked for by the management on various aspects of financial management, including asset management and security, financial reporting, decision support systems, management information systems.

Conducting any other related task assigned by the management.
Company:       Malcus & Myre Co.
Duration:        February 2011 to December 2012 

Designation:   Accountant
Industry:         Consultancy
Have performed following responsibilities as an Accountant;

· Standard journal entries

· Analyze daily banking transactions and journal entries.
· Preparation of debtor accounts accompanied with weekly and monthly reconciliations.
· Preparation of client’s monthly financial reports including in line with clients to gather data and provide feedback to them.

· Verify and reconcile contracts, orders, and vouchers, and prepares reports to substantiate individual transactions prior to settlement.
· Monitor compliance with generally accepted accounting principles and company procedures.
· Reviews, investigates, and corrects errors and inconsistencies in financial entries, documents, and reports.
· Follow up for debtors to collect the money on time.
· To maintain cash book/ day book in order to record inflow/ outflow of cash.

· Preparation of Bank Reconciliation Statements on daily, weekly and monthly basis.

· Preparation of payroll in compliance with HR policies and procedures accompanied with bank transfer letters.

· Maintaining of Fixed Asset Register.

· Preparation of Profit& Loss Statement, Balance Sheet and other reports for the management in order to check the financial strength of the company.
· Calculation of Financial Performance Indicators.
Achievement
· Appeared in Rector and Dean’s Merit Award List
Computer Knowledge

· Having good command on all areas of Quick Books and Peach Tree.
· Having good command on MS Word and Spread sheet.
· Internet professional.
Core Competencies

· Interpersonal Skills
· Good Communication both Oral and Written

· Self motivated

· Flexibility/ Multi task oriented
Personal Profile
Nationality: 


Pakistani

Date of Birth: 

17 August, 1990

Language Known:

English & Urdu
Visa Status:


Employment Visa 
References
Will be furnished on request
