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Objective: My objective is to quest and get such type of organization in which getting a job I full fill my mental satisfaction getting impressed by the goodwill of the organization to oblige its employees and appreciate the abilities of the employees. Quest of the premises of the organization in which I learn more and more under supervision of kind superiors. 
PROFESSIONAL EXPERIENCE:

Organization: 
Falcon Pack L.L.C (Sharjah)
Designation: 

General Accountant
Duration: 

Nov-2012 - till Date
EXECUTIVE INVENTORY CONTROLLER (ACCOUNTS DEPT.)
JOB PURPOSE
To outline the actions or to define the method of investigating and communicating inventory discrepancies according to established policies and procedures in an efficient, timely and accurate manner.
DUTIES AND RESPONSIBILITIES

· Receive concern and related documents (customer’s local purchase order and/or sales order requisition) from the Logistics Coordinator regarding discrepancy between physical quantities on hand and ERP quantity. 

Analyze and investigate the discrepancy by doing the following:

· Verify the physical existence of the stocks.
· Analyze the transactions made in the ERP for the involved stocks.
· Verify if there are any damaged stocks that were disposed but not yet recorded into the software.
· Verify if there are returned stocks but not yet recorded into the software.
· Verify if there is any inaccuracy exists during booking, shipment and invoicing process but remained uncorrected in the software.
· Any other related actions which includes verification of possible theft and/or error committed during movement of stocks.

· Responsible in resolving the discrepancy noted (if applicable). Otherwise, coordinate to the Accounts Manager for further evaluation of the issue. Take note all recommendations/comments made by the Accounts Manager, and execute accordingly.
· Ensure that proper inventory controls are in place so that stocks are complete, in good condition and not prone to theft or any damages which may cause the stocks not saleable to regular customers.
· Conduct monthly stock taking for all UAE branches.

· Conduct Annual stock taking for all UAE and GCC branches and preparing the stock reports and submit to Accounts and Finance Manager.
· Conduct random sample checking/counting of stocks for ensuring physical and system stock, FIFO, Inventory Management, etc.;

· Prepare the various types of report based on finding and as instructed by the Accounts Manager (i.e. movement, damage, shortage/excess, inventory valuation, inventory turnover.)
· Passing all types of adjustment in system related to inventory.

EXPERIENCE RELATED TO FOREIGN AND LOCAL PURCHASES
Procedure of foreign purchases
First we make order requisition and mention all the terms and conditions on it like items, price, quantity, description, packing etc. and send to supplier after confirmation from supplier they send Performa Invoice to us and as per Performa Invoice we make purchase order in system. When supplier send the goods on port our shipping agent pay all charges and release the goods from port and send to our warehouse. When our warehouse staff received the goods they make store receive voucher. After receiving all document and expenses related to shipment I receive in software (ERP SAGE) and check the price and quantity same as per the Pro-forma invoice and make costing sheet in excel.

Supplier send five types of documents.

1. Invoice.

2. Bill of lading.

3. Packing list.

4. Certificate of origin.

5. Bank documents (letter of credit, cash against document, telegraphic transfer).
Responsibilities
· Responsible for receiving inventory in software.

· Responsible for making costing sheet and calculating landed cost for each item.

· Responsible for any discrepancy received from supplier and follow up with purchase department to get the credit note from supplier.

· Responsible for receiving fixed assets in software.

· Responsible for making necessary adjustment related to inventory.

· Responsible for making debit and credit notes.

· Responsible for making journal voucher entries in system.
EXPERIENCE RELATED TO INVOICING
· Responsible to handle all tasks related to preparing, maintaining and receiving invoices.
· Preparing all types of invoicing (Export, Retail, institution, Hotels and hospitals etc.)
· Verify the details presented on the invoices received, check accuracy within the details. Make certain the salesperson has received the goods mentioned in the invoice.
· Receive details of the sale order made by the salesperson and accordingly prepare invoices.
· Ensure completeness and accuracy of the invoice, in terms of name of concerned parties, customer account number, customer contact number, product description, quantities, amount payable, product packing and delivery location etc

· Maintain a record of the invoices prepared and received by the Salesperson.
· Prepare daily cash report and send to assistant accountant.
· Prepare bank deposits.

· Reconciliation of payments with senior accountant every month.
· Coordination with I.T, credit department, logistics and sale departments.
· Receive daily cash from customers & sale persons and posting in software.
· Experience of ERP (SAGE ACCPAC) software.

 EXPERIENCE RELATED TO CREDIT DEPRTMENT
· Opening the credit and cash accounts.
· Ensure credit limit & credit terms are strictly adhered.

· Maintain the receivable ledger in order to ensure that the customer accounts are correct and with update data information.

· Identify problems, monitor proper follow up in order to ensure problems are solved.

· Solve customer queries.

· Issue overdue credit reminder letters for defaulting customers.

· Maintain a good rapport with the customers in order to ensure quick clearance of our invoices.
· Give every month aging reports and statements to sales person for collection of payments from customers.
ERP SAGE SOFTWARE EXPERIECE
· Accounts payable (AP)
· Accounts receivable (AR)
· Order entry (OE)
· Inventory control (IC)
· Purchase Receipts (PO)
· General Ledger (GL)
Organization: 
Engro Foods Ltd. (Pakistan)
Designation: 
Warehouse & Logistics Supervisor
(Supply Chain Department)
Duration: 

July 2010 –October 2012

Project:

O” MORE ICE CREAM (Engro Foods Pakistan)
· Responsible for maintaining inventory.
· Responsible for a fleet of 37 vehicles. 

· Responsible for smooth warehouse operation.
· Responsible to ensure smooth distribution and visibility of the product in the warehouse.
· Direct reporting to Supply Chain Department regarding inventory level.
· Responsible for all logistics & Warehouse affairs.
· Maintaining all locations, Storage, visibility, distribution from warehouse.
· Stock reconciliation.
· Vehicle record keeping.
· Handling separate shift.
· Daily reporting to higher management.
· Conduct inventory in cold store every month for reconciliation.
· Reconciliation on daily basis with Sales Department.
· Dealing with sales persons as well. 
SAP Experience:
               I have experience to work on SAP (MM & LE Module) 
MM Module

· Purchase Requisition
· MIGO
· MMBE
· Goods Receipt against PO

· Goods Issue

· Transfer Posting
LE Module
· Working On DSD

· Shipment Creation

· Load Confirmation

· Rout Fill Accounting

· Working on MDSD

· Creation on master data on vehicles
Organization: 
Harvester Services Private Ltd. (Pakistan)
Designation: 
Accounts Officer
Duration: 

May 2009 – May 2010
· Preparation of all types of vouchers.

· Recording of vouchers.

· Reconciliation of Bank Statement.

· Preparation of salaries.

· Online Billing in accounting software.
Organization: 
Amjad Textile Mills Ltd. (Pakistan)
Designation: 
Assistant Accountant
Duration: 

Aug 2008 – April 2009
· Preparation of cheques for clients of the company.
· Checking the books of Accounts & Managements Reports.
· Preparation Bank Reconciliation of the company.
· Preparation of tax challans of clients and staff of the company.
Academic Credentials:
· Bachelor of Commerce (2008)
Superior Groups of Colleges Lahore, Pakistan.
 Professional Skills:

· Organizational and time management skills.

· Strong communication and interpersonal skills.

· Hard worker and self-motivated.
Computer Literacy:

· Good command on Microsoft Office Applications.
· Win 98, 2000, XP, 2007, 2008.2010.2016.
PERSONAL INFORMATION
· Marital Status (Married)
· Nationality (Pakistani)
· Languages (Urdu and English)
· Interests (reading books, cricket, using internet)
· Valid UAE Driving License.
· Reference: 
· Will be providing on demand.            
