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E-Mail
:    syed.132455@2freemail.com 
Address             :     Dubai- UAE                                                                                     
	Objective:


Seeking a challenging opportunity with a well-reputed organization having international exposure and excellent prospects for career growth and personal development.

	Professional Career Summary:


Academic Education            : M.COM

                                             :  B.Com (Hons)

Professional Certification    : PGD Computer Science

Employment History         Duration                    Organization & Designation
                                                     June-08 June 2011            BinHendi Enterprise LLC. Dubai (Accountant)

                                                     Jun-05 to April-08            Rastgar Eng. Co. Pakistan (Account Officer)

                                                     Nov-99 to Nov-2000        Excel International Pakistan (Account Officer)

                                                     Jul-04 to Aug-04               Telephone Industry of Pakistan as Internee 

	Work Experience:


Accountant                                                           BinHendi Enterprises LLC Dubai.   www.binhendi.com
                                                                                               (Group of Companies)

June 2008 to June 2011

Here during my tenure of 3 Years. I am working in Accounts & Finance department. During my job I am highly skilled professional with experience in business operation, handling new project cost. Proficient in management of accounts payables, accounts receivable, fixed assets and inventory, monthly closing journal entries, financial reporting, budgeting, inter company accounts and bank reconciliation. Ability to contribute highest quality of output individually and as a part of team player and can interface with professionals on all levels. My major responsibilities include the following:

· Maintaining the company accounts up to finalization 

· Preparing month end closing entries. 

· Managing the PDC schedule of rental & suppliers cheques.

· Preparing monthly financial statements (P&L, MIS, B/S) and analysis.

· Preparing daily cash & bank statement and monthly cash flow analysis.

· Fund management for internal companies and suppliers payments.

· Processing the divisional staff salaries and leave salaries.

· Check and finalization of purchase order and capital expenditure request.

· Preparing monthly bank reconciliation statement and inter company accounts reconciliations.

· Checking all payment, receivables vouchers and posting in ERP system.

· Conduct the external annual audit and preparation the schedules for annual audit.

· Managing the company fixed assets & inventory.

· Preparing daily sales reports and comparatively reports of 50 outlets

Accounts Officer                                       Rastgar Engineering Company (Pvt.) Ltd. Pakistan
                                                                            (Manufacturer of Automotive parts) www.rastgar.com 

Jun-05 to April-08

Here during my tenure of 3 years. I am working in Accounts & Finance Department. Here my expertise is in manufacturing systems, cost accounting, and management of general accounting function. Collaborate effectively with business managers to resolve variances, refine forecasting, and identify opportunities for improvement.  My major responsibilities include the following:

· Book keeping of all vouchers including preparing JVs, payments & receipts vouchers on oracle financial ERP system.

· Preparing of ageing reports of suppliers & company outstanding receivables.

· Preparation of daily cash & bank position and cash flow statement.

· Reconciliation of banks, suppliers & customers ledger accounts.

· Dealing with banks for rectification of L/Cs, leases & foreign remittance

· Allocation of cost centers & accounts heads for accurate costing of projects & job orders.

· Preparation of feasibilities and cash flow studies for new projects & investments.

· Preparation of monthly and annual financial statements.

· Manage the company fixed assets and inventory.

· Liaison with external auditors for annual audit and preparation of schedules for annual audit.

· Preparation of monthly sales tax & withholding tax return.

As Internal auditor 

· Checking of daily cash & bank vouchers.

· Verification of suppliers payments and assure compliance of management control.

· Monthly audit of payroll, payroll taxes, sales tax, employee’s incentives.

· Daily audit of petty cash expenses and safe register

· 5-S audit under ISO 14001 quality management systems.

· Surprise audit of store inventory system. 

· Stock staking of finish and raw inventory.

Accounts Officer                             Excel International Pvt. Ltd, Islamabad Pakistan 
              
                                                 (General Order Supplier)
Nov-1999 to Nov-2000
Here during my tenure of one year, I was responsible for preparing the quotations of order, preparing the sales invoices, sales tax return preparation, company accounts, reconciliation and sales reporting. My major responsibilities are as follows: 

· Book keeping & reconciliation of company accounts

· Preparing the sales invoices and quotations invoices

· Preparing the monthly sales tax and income tax returns.

· Filing of all accounts record.

· Preparing the stock taking and fixed assets.

	Internship:


Organization
:    Telephone Industry of Pakistan (TIP)

Tenure
:      Jul-04 to Aug-04
Brief Job Description
:     During my two months stay I worked in accounts, cost & 

                                                          :     budgeting, payroll, sale & service, cash & bank, pension cell, marketing,              

                                                     Administration & welfare. 

	Professional Certification and Academic Education:


	Certification

/Degree
	Period
	Marks

Percentage
	Specialization / Major
	Institute / University

	M.Com
	2004
	88%
	Corporate Accounting, financial Management 
	Peshawar University Pakistan

	B.Com (Hons)
	2002
	59%
	Cost Accounting, Advance Accounting, Banking, Economics, Auditing
	Peshawar University Pakistan

	SSC
	1995
	61%
	Science
	Abbottabad Board, Pakistan

	Post Graduate Diploma
	2003
	B Grade
	Computer Sciences
	Quaid-e-Azam University Islamabad, Pakistan


	Computer Skills and Other Abilities:


	S.No.
	Skills and Abilities
	Proficiency Level
	Last Used / Practiced

	1
	Sidat Hyder Financials Oracle (ERP)
	Excellent
	April-2008

	2
	Visual Enterprises (ERP)
	Above Average
	Currently Using

	3
	Word Processing
	Excellent
	Currently Using

	4
	Spread Sheet
	Above Average
	Currently Using

	5
	Outlook Express
	Excellent
	Currently Using

	6
	Soft Presentation
	Average
	Currently Using


	Professional Development:


	S.No.
	Workshop / Seminar
	Year

	1
	Mutual Fund Industry – Investment Options & Benefits
	2008

	2
	Advanced Excel Workshop
	2007

	3
	Workshops for Developing specialized skills in handling matters relevant to Income Tax Ordinance, 2001
	2007

	4
	Different Seminars attended topics relevant to Professional field of Management and Finance
	2005-08


	Personal Information:


Father Name
:
Syed Lal Hussain Shah
Date of Birth
:
11th April 1979
Nationality
:
Pakistani


Dubai Visa Status 
:
Employment 
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