[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!






[image: image4.jpg]



CV No: 575232
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

         http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
	Accounts, Finance & Administration Professional 

	
[image: image2.png]




	MPA qualified in accounting and finance offering years of experience in accounting, finance, administration and client relations. Possess a high standard of professionalism and work ethics with an excellent ability to adapt in challenging business work environment and lead change. Competencies in performing multiple tasks independently, handle work pressure, meet deadlines, set job priorities and effectively organize assigned work functions. Well versed in various accounting packages: Tally, Peachtree, PACT and MS Office Applications. Aspiring to contribute and work actively within a forward thinking organization that will utilize expertise while furthering development opportunities.    


	Strengths

	· Proven administration experience in Gulf 
	· Vast exposure in accounting and finance functions 

	· Good communication & Leadership Skills 
	· Meticulous with keen eye for details 

	· Keeps confidentiality of company records
	· Proficient in Accounting packages – MS Office 

	· Adaptable to new work environment
	· Resourceful-Open-Minded-Quick Learner


	QUALIFICATIONS

	

	Masters in Public Administration in Accounting & Finance (MPA)
University of Karachi, Pakistan 


	2011

	Bachelor of Science in Maritime Studies
Pakistan Marine Academy
	2007


	ACHIEVEMENTS

	

	· Demonstrated honesty, integrity and strong business ethics in safekeeping company documents.

· Gained comprehensive knowledge and understanding of the entire flow of business operations, its documentation requirement and subsequent financial accounting and reporting.

· Safeguarded company finances by preparing accurate financial accounts and resolved several accounting discrepancies. 

· Noted as a quick learner and can easily adopt to company processes. 


	CAREER SNAPSHOT


	Accountant, Pro Social Textiles Private Limited, Pakistan 

	Apr 2011 – Jan 2012 

	Intern – Finance Department, Synergy Corporation
	Feb 2011 – Mar 2011


	AREAS OF EXPERTISE

	Accounting & Finance 

· Capable to manage all general accounting and financial activities of the relevant business.  

· Well rounded experience in controlling all financial accounting activities of business together with senior management and group including timely preparation and submission of financial reports.

· Review accounting records and other financial reports to assess accuracy, completeness, and conformance with company policies and applicable reporting standards.  

· Handle complete books of accounts independently with zero error tolerance including journals and general ledgers and other related transactions. 

· Manage AP/AR; preparation of financial statements and reports, budgets, cash flows, forecasts, Balance Sheet and monthly closing of all ledgers. 

· Enforce strict control on financial records to ensure adherence with international accounting standards. Delegate and supervise accounting team to achieve needed result.

· Liaise with clients, suppliers, subcontractors and all third parties dealing with the company.

· Set up and maintain relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies. Handle bank related transactions and conduct monthly settlement.

· Uphold awareness of applicable laws and regulations to maintain up to date compliance.


	Zain Durrani
	

	

	Administration 

· Act as the main contact on all administration as well as personnel matters; ensure smooth functioning of the department in handling day-to-day transactions.  

· Provide administrative and secretarial support to the entire organization including customer service, accounting, and recordkeeping as well as client dealings.  

· Handle and maintain confidentiality in all official company correspondence.

· Create a systematic, reliable and up-to-date computerized customer database.

· Also perform data entry, filing, faxing and self-correspondence. 

· Devise filing system to organize - update company files and other office paperwork.  

· Requisition for office supplies and oversee the effective use of company resources. 

· Operate multi-line switchboard to answer, screen, and forward calls, providing information, taking messages and scheduling appointments.


	PROVEN JOB ROLE

	

	Accountant, Pro Social Textiles Private Limited 
· Accountable in preparing P & L statements, monthly closing and cost accounting reports.

· Managed accounting entries like general ledger accounts and document business transactions by compiling and reviewing financial data. 

· Set up, upheld and conferred accounting execution and control process. 

· Conducted analysis and review on budgets - costs for local state, federal, private funding, contracts plus grants.

· Supervised and assessed accounting and other related systems reports accuracy plus completeness. 

· Prepared and checked budget, profit, costs, payroll entries, invoices and other accounting records. 

· Scrutinized profit and cost trends, advice suitable budget levels as well as ensured control on costs. 

· Performed briefing to staff, vendors and clients on billing invoices including accounting policies. 

· Provided advice, increased and maintained financial database, computer software systems - manual filing systems. 

· Administered recording and managing of financial data – reports on automated financial systems of the company. 

· Coordinated with internal and external auditors to complete audits. 

· Carried out other duties as assigned by the management. 



	Intern – Finance Department, Synergy Corporation 
· Worked under Business Services Division; tasked to collect, process, validate and report accounting information. 
· Carried out analysis and management support work duties.

· Provided support in the preparation of monthly financial reports, developed and used spreadsheets, database including computer applications. 
· Facilitated processing of special data, reports and forms like fees, billing, project tracking as well as recoded data in the financial accounting system. 


	OTHER EXPERIENCES 

	

	Trainee Engineer – M.V. Ammar-1, Team Shipping Company L.L.C., Dubai, UAE 

 
	Jan 2010 – Sept 2010

	Marine Apprentice, Apprentice Training College, Karachi Port Trust (KPT) 
	Jan 2008 – Jan 2009


	IT SKILLS 

	

	· Proficient in Accounting packages: Tally, Peachtree, PACT
· Adept in Ultra Edit, MS Office Suite, Internet & E-mail Applications 


	PERSONAL DETAILS 

	

	Nationality
	:
	Pakistani

	Date of Birth
	: 
	7th June 1986

	Marital Status
	:
	Single 

	Visa Status
	:
	Visit Visa 

	Languages
	:
	English, Urdu & Arabic 

	References 
	:
	Available on request 
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