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Abdul
Abdul.129931@2freemail.com  
Accounts & Finance Executive
Strength 
Accruals Accounting skills Total 9 years of experience 1&10 month exp in UAE. Oracle financials ERP , SAP B1,Excel, Tally, word, Capacity to handle high level workloads within strict deadlines

Performing  finance matters , Accruals, receivables, payables, Maintains  entries, Bank Receipt, Bank Payments, Cash Flow Statement, Bank Reconcile, Financial Statements, Stock Control . Share Equity Assets & liabilities  maintain, Assets material valuation, Petty Cash Control, Forecasting, Planning ,Budgeting, payroll, working as a cross functional team, Checking Verifying 

Capacity to handle high level workloads within strict deadlines and capable to handle  multi tasks efficiently. Endeavour to join a challenging position to meet my competencies, capabilities and skills.
_______________________________________________________________________________
Academic Qualification
· Mater in Business Administration 

     Newports Institute of Communication & Economics, Pakistan 
    4 A-New Muslim Town Lahore, Pakistan (Under HEC approved)

    http://www.hec.gov.pk/ourinstitutes/pages/default.aspx
    Master's degree, Finance 
    GPA: 3.01
· Bachelor of Commerce

University of the Punjab, Pakistan


___________________________________________________________________________
Professional Trainings & Certifications
· Project Management Professional


Pakistan Institute of Technical Assistance Center, Pakistan
· Supply Chain Management
     Pakistan Institute of Technical Assistance Center, Pakistan
· Quantity Surveying 


Pakistan Institute of Technical Assistance Center, Pakistan
· Auto CAD
     Edge Computer International Pakistan 
__________________________________________________________________________
Summary of Job Experience
Current Employer:      Super Supplies Company L.L.C. Abu Dhabi, UAE
Oil Field & Marine Services, Supplies in Oil & Gas Structural Steel, Manufacturing & Fabrication of Structural steel 
Position held:              Accounts & Finance Officer

Work period:               Jan 2013 till date 

Prepares, examines and analyzes accounting records and financial statements to assess accuracy, completeness and conformance to reporting and procedural standards 
Billing  Invoicing :
Maintain Purchase invoices transaction according to LPO with delivery notes and according to bill of quantity, bill of amount, its material 
with (material specification certificates) & receiving material stamp from store department 
Overdue Payments: 
Maintain a list of outstanding invoices of vendors/customers and update it on a daily basis.
Maintain cheques which is due and make entry in tally for the payments according to LPO and delivery & invoices 
Reconciling vendor/customer accounts.

Obtain all supplier balance information during interim and final audit 
Overdue Receipt:
Maintain entries against the sales invoices read the client LPO its BOQ, BOM, and its right description and make sale transaction 
Preparing daily sales reports and identify which Item is highly demand able & follow up the receivables 
Maintain transaction in system as deposit of amount against sales invoices reference 
Working in close coordination with Sales, purchasing
Daily record of expenses according to its right head 
Pay Roll, Loans:
Maintaining & finalizing the Payroll, Staff loans, Staff advances and collection.

Petty Cash:

Managing Cash flow from the receivables & payables, 
Bank Reconciliation:
Daily reconcile bank Statement 
Statement of Financial & Equity:

prepare record Assets and liabilities revenue & expenditure, Shared Capital, Fund Flow Statement, Prepare Trail balance, Trading Profit & loss a/c, Balance Sheet 

Audit 
Prepare & Liaise with external auditors and assists in preparation and  accomplishment .of audit report 
Notes of Accounts 
Manage month end close invoicing, financial analysis projects and statistical studies
Participate in the development of policies and procedures
           

                  Ability to work independently and as part of a cross-functional team
Previous Employer:    ILMI Publishers & Retailers, Pakistan
                                       Book Publishers & Whole Sellers Retailers  

Position held:              Accounts & Inventory Controller 
Work period:               2011 to Dec 2012
Previous Employer:    Haseen Habib Corporation, Pakistan
                                       Manufacturer of Industrial safety & firefighting equipment 
Position held:              Accounts Officer 
Work period:               2008 to 2011
Job responsibilities:
Previous Employer:    EDEN Builders Ltd, Pakistan
Position held:              Accounts & Operations Officer

Work Period: 
            2005 to 2008

Job responsibilities:

· Handles financial transactions

· Analyzes financial information to prepare entries to accounts
· Prepare journal entries and prepare receipt and payments vouchers and entering data into computer 

· Prepare monthly budget estimation 
· Prepare approval form for requirement of the projects expenses, get it signed by the Authorities for utilizing of fund in various project   
· Verifying & authorize all vouchers from the signing authority after utilization of fund

· Keep regular updates revenue & expenditures. 

· Maintain Bank Reconciliation Statement on daily bases

· Keep insure about bank balances and availability of funding 
· Prepare fund flow chart  

· Prepare payroll on monthly basis and keep leave record 
· Work with external auditors to complete audit and make it feasible that all document are provided and books of accounts according to the requirement

· Prepare end-of-month accounts, including: balance sheet maintain fixed-assets, ledgers, cash flow statements and analysis of profit & loss statements 
· And other reports to summarize company financial position
Field Experience

· Cash withdrawal and Submit in a revenue department as a stamp paper duty 

· Fee Submit for the owner Ship of the land in state bank of Pakistan 
· Chillan fee-prepare transfer deed-registration fee-corporation tax

· Capital value tax-mutation Fee -Liaison & coordinate with the seller payments against  land 

· Stamping authorizing and taking signature

· Take it to the registry branch for stamping 

· Tested by the government authority

· Bank loan procedure

· Opening bank accounts 
Projects Accounts

Green Farm, Niazi Farm, Mazhar Farm, Ghafoor Bhatti Farm, EB Land PVT Ltd

__________________________________________________________________________
Skills
Computer skills:                 Exel, Tally, Sap B1, Oracle Financial ERP, MS Office, 
Languages known:             English, Urdu & Arabic
Interpersonal Skills:           Strong communication, influential and management skills.

Hardworking, energetic, self motivated and creative individual. Able to work on own initiative or as part of a team and can deal with administrative duties competently with minimum supervision
___________________________________________________________________________

Reference

References and copies of certificates and testimonials will be provided as and when inquired.

Declaration
I, the undersigned certify that to the best of my knowledge and belief, the information contained herein correctly describes myself, my qualifications, and my experience. I understand that any wilful misstatement described herein may lead to my disqualification or dismissal if employed
