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PROFILE
I am an ambitious and accomplished professional with more than 15 years experience in Accounting and Administration. I have had exposure to Financial, Management and Statistical reports as well as Budget forecasting. I also have experience with various accounting software and excellent communication skills in English. I am looking for professional Accounting/Finance positions that will offer me new challenges as well as use my extensive experience thus far.
Skills Inventory

List of your major skills:

· Creating PowerPoint documentation for IPS workflow
(
Reconciliations of Wage Payroll Account

· SOX Testing
(
Month end accruals and other journal entries

· Accounts Payable
(
Communication with Vendors and Supplies 

· Budget Forecasting
(
Managing grant money 

· Use of various accounting software
(
Creating and Maintaining Excel Spreadsheets 

WORK HISTORY
SENIOR EXECUTIVE ACCOUNTANT (Permanent Position)

                

2006-To date
Management, Dubai World, Dubai
· Perform the cash matching through the system
· Reconcile DEWA details with the company’s records

· Follow up with DEWA for differences

· Get from DEWA details of amounts collected and from Internal partners the amounts that should have been collected
· Perform reconciliation functions pertaining to various expenditures items and accounts
· Directs and monitors the preparation of invoices for payment including reviewing and matching invoices to paperwork and obtaining proper authorization in a timely manner
· Maintaining Book of Accounts
· Preparation of Audit Schedules

1. Expense schedules-prepared on a Monthly basis

- Import to Excel spreadsheet Account Analysis Reports

- Fill in the Expense schedule for payments made to each supplier

- Match fixed contracts to reflect amounts paid for the period

- Prepare adjustment entries for any amounts charged to the wrong accounts so that the expense schedule reflects the correct payment to the correct supplier account

2. Inter-Company Reconciliations-prepared on a Quarterly basis.

- Print out Trial Balances for all 6 entities and compare the inter-company balances between entities.

- If the balances are the same, we sign off on them and confirm for the audit files

- If they are different, then we prepare a reconciliation for the audit files

- Request e-mail confirmation of balances that our not our own Business Units and confirm balances as above


· Enters invoices, ensures proper account/cost centre backup and adherence to policy for authorization

· Prepare bank reconciliations for Gardens & GVV on a weekly basis and follow up with Bank/IT

· Accrual entry for Gardens, GVV, GFA & DG correct payment to the correct supplier account

ASSISTANT TO ACCOUNTS PAYABLE SUPERVISOR (Permanent Position)

                2004-2006

General Mills Canada Corporation, Mississauga, Ontario, Canada

· Major accomplishment: Created detailed documentation and workflows of our Accounts Payable system, for training purposes so that the IPS system could run smoothly once online

· Created training PowerPoint presentation for outsourcing staff in India and helped in training them when they visited Canada

· SOX Testing and resolving gaps in controls

· Reconciled wage payroll monthly
· Checking various monthly reports such as Aged Receipts Reports, Blocked Payment Reports, Duplicate Payment Reports, Manually Released Reports and Vendor Changes Reports and followed up on any discrepancies company wide.

NETWORK PAYABLES ADMINISTRATOR (Contract Position)


   

   2003-2004

Bell Mobility, Mississauga, Ontario, Canada

· Major contribution: Trained managers and supervisors of other departments in the use of the IPS system so that they could approve invoices online due to online invoicing which was implemented over 2 years ago. 
· As a result I was able to clean up the outstanding Accounts Payable whilst dealing with new work.
· Communicated with various stakeholders to investigate, resolve all discrepancies due to old outstanding.  
· Maintained and updated Excel spreadsheet for all Capital Projects, Excel Database for all Wireless Invoices and the Project Tracking System (PTS) software to facilitate capital labour chargeback and tracking for the Wireless Technology group.
· Processed all Real Estate rents (annual and monthly), landlord-billed hydro and municipal tax invoices.
ACCOUNTING ASSISTANT- SPECIAL PROJECT (Contract Position)

        

   2002-2003

Erindale College, University of Toronto at Mississauga, Mississauga, Ontario, Canada

· This position was temporarily created so that I could prepare budget forecasts of various models, using excel spreadsheets, for miscellaneous projects such as proposed new buildings for residence and parking. 
· Investigated all discrepancies with respect to all of the existing mortgages for Residence and updating all records and files for mortgages for a 25-year period.
· Prepared reports for all areas of Facilities and consolidated information from various sources within the financial system (SAP) and forecasting data.
· Updated all signing authority records for the entire campus.
FINANCIAL ACCOUNTING ASSISTANT (Contract Position)
    

                  
                  2002

Erindale College, University of Toronto at Mississauga, Ontario, Canada

· Controlled operation of research funds for various Professors of the Science Division.

· Dealt with the professors, their administration assistants so as to investigate and answer queries they had on their research accounts.

· Processed expense reports and distributed monthly statements for grants, scholarships, departments and professors of the Science Division.
ACCOUNTS PAYABLE (A/P) (Contract Position)



                     

        2001-2002

Strongco Equipment, Mississauga, Ontario, Canada

· Responsible for dealing with all accounts payable related work for Invoices with Purchase Orders for all our various offices in Canada in IBM AS400 Accounting Software
ACCOUNTS PAYABLE (Contract Position)




         
        

        2000-2001

Magnifoam Technology Inc., Mississauga, Ontario, Canada

· Handled all accounts payable related work for Invoices without Purchase Orders in the Platinum Accounting Software

· Generated and dispatched cheques twice a week.
· Reconciled Company Accounts such as Assets, Liabilities, Prepaid and Accruals on a monthly basis.
ACCOUNTS OFFICER AND INSURANCE ADMINISTRATOR (Permanent Position)      

        1988-2000

ADNOC Distribution, Abu Dhabi, UAE

· Major accomplishment: Convinced my colleagues and supervisors to embrace the computer for accounting. By creating Excel spreadsheets and showing them the benefits and timesaving they provided, the full accounting department used computers by the time I left the company after 12 years.

· Prepared working papers for monthly, quarterly and annual Financial Reports.
· Developed various Management and Insurance reports when requested to do so by the Finance Manager.
· Computed Statistical Data of Company’s Operations for Finance Manager.
· Acted as liaison between different Departments and Insurance Companies in respect of Financial Information Management and for Company Insurance Claims.
· Acted as a vocal point for various inter-departmental functions for compiling insurance returns to the Corporate Head Office.
EDUCATION AND TRAINING

Completed the equivalency of Level 3 of CGA (Certified General Accountant) [Total of Level 5 for designation]

Humber College Institute of Technology & Advanced Learning, Toronto, Canada

	· Accounting Certificate with Honors


Humber College Institute of Technology & Advanced Learning, Toronto, Canada


	· Bachelor of Commerce Degree


Hailey College of Commerce, Lahore, Pakistan



	· Advanced Levels (British System)


Stake Farm College and St. Aldate’s College, Oxford, UK


	· Certified Public Accountant Becker Review Course, New York, USA



	· Certified Public Accountant Course


Ernst & Young, Abu Dhabi, UAE
	· Certificate in General Insurance Course


Sedgwick, London, UK




COMPUTER SKILLS
 Advanced Excel/Word, PowerPoint, Access, Internet Explorer, Netscape Navigator, Eudora, Outlook Express, ORACLE, Platinum and IBM AS 400 and SAP accounting software systems.
OTHER SKILLS

Worked for Program 2 of Abu Dhabi Television and for 93.5FM as a English News Anchor for over 10 years

REFERENCES AVAILABLE UPON REQUEST
