ZUBAIER, B.Com, MBA,CIA 
ZUBAIER.138882@2freemail.com 
Senior level assignments in the area of Internal Auditing / Chief Accountant / Budgeting /Costing/ Accounts Receivables & Payables / Payroll with an organisation of high repute preferably in UAE, Qatar, Bahrain, Oman, Saudi Arabia.


EXECUTIVE SUMMARY

· A dynamic professional with 12 years of rich experience in Internal Auditing, Financial Statement,  Financial Statement Analysis, Accounts Receivables & Payables, Payroll, Budgeting and Cost Control and Accounting.
· Proficient in applying internal auditing standards, procedures and techniques in performing engagements. Understanding of management principles to recognize and evaluate the materiality and significance of deviations from good business practice.
· Resourceful in implementing result-oriented recovery plans to manage delinquency within pre-set norms for achieving organisational objectives and ensuring profitability. 
· Keen understanding and significant experience in managing and executing internal audits. Knowledge & skills in ensuring statutory compliance with various regulatory bodies & institutions. 
· Instrumental in mapping the business requirements with proven ability in designing & implementing systems to achieve cost control & financial discipline and enhance the overall efficiency of the organisation.
· High integrity & energetic leader known for ability to envision and create successful outcomes through quick grasping & learning abilities.  

BUSINESS SKILLS 
· Strategic Planning 





- Financial Planning & Control



- Accounts Management 
· Budgeting / Cost Control



- Accounts Receivables & Payables 

- Fund Management 
· Internal Auditing






- Payroll Management 





- Commercial Operations




EDUCATIONAL ATTAINMENT

· MBA (Finance) from Sikkim Manipal University, India in 2011.

· Chartered Accountant (CA) (Only Article Ship Completed) from ICAB, Dhaka, Bangladesh in 1999.

· Bachelor of Commerce (B.Com.) form National University, Dhaka, Bangladesh in 1994.


PROFESSIONAL  CERTIFICATION

· Certified Internal Auditor (CIA) from Institute of Internal Auditors USA in 2011

CAREER CONTOUR
Since Aug’03 with Medical Services Projects Co. Ltd., (Kingdom Hospital, CCL, MCP), Riyadh, Saudi Arabia (www.khccgroup.com)

The Growth Path:
Sr. Accountant-Group Payable Supervisor







Aug’03 – Oct’07

Sr. Accountant-General Ledger










Nov’07 – Dec’08

Sr. Accountant-Accounts Receivables Supervisor





Jan’08 – Nov ‘11
Chief Accountant – Costing, Budgeting & Financial Analysis
Nov ’11- till now 

Key Highlights:

Chief Accountant – Costing, Budgeting & Financial Analysis

· Coordination with the various operations and support units to ensure timely and accurate cost data is available for preparation of cost reports.
· Preparation of cost report updates and report generation for review by CFO. 

· Prepare and analyze Package costing.
· Provides advice and technical assistance with cost analysis, fiscal allocation and budget preparation 

· Improve cost control methods, procedures and tools.
· Evaluate possible action for cost optimization within the area of responsibility.
· Implements the annual strategic, business and budgetary planning processes.

· Liaises with different departments to obtain feedback on budgetary plans and actual expenditures.

· Initiates revisions, enhancements, and provide reports to CFO on budgeting processes for approval and implementation.

· Develops and Implement budgeting guidelines in consultation with various departments/divisions across the organization.

· Examines budget estimates for completeness, accuracy and conformance with procedures and regulations.

· Prepares variance reports (Budget vs. Actual) to be submitted for review.
· Analyses KH/CCL/MCP financial statements.
· Assesses the financial implication of new or existing opportunities, in coordination with the business development division & advises the CFO accordingly.

· Prepare, analyze and distribute all relevant management information serving as decisions aids.
· Analyze the evolution of results against objectives, identify the causes of deviation and recommend improvements.
· Contribute to KH/CCL management control and develop a 'Cost control' culture.
Activities
· Ensure task planning, application and observance of the procedures of certain packages
· Implementation of department policies, goals, objectives, and procedures.

· Assists in development and implementation of business plans.

· Consolidates reports from various departments on expenditure and advises superiors on non-routine expenditures.

Sr. Accountant-Accounts Receivables Supervisor 

· Ensuring that all charges are collected and credit charges are properly billed.

· Ensuring that the bill issued on time and putting the plan for monthly billing as per company’s contract and requirements.

· Meet with all companies for reconciliation and solving problems.

· Ensuring that the daily collection is deposited on next working day and checking the daily collection report.

· Ensuring that all staff’s charges which are not covered by hospital policy sent to payroll deduction.

· Ensuring that all RTA cases has been proper billed to M.O.H

· Coordinating and meet with all other head department to solve any problem facing the billing and collection. 

· Check all refund documents and make sure it’s billed to the company or procedure is not done.

· Check all payment for part time and privilege doctors and make sure that the related charges has been paid or approved.

· Check all payment for the referred patient from/to other hospital and clinics.

· Check and singe the statement and bill before send it to the company.

· Prepare a monthly aging report of all receivable for KH/CC.

· Put the collection plan for collectors and meet them on daily basis to follow up their performance.

· Visit the company in case there is a problem with collector to collect the balance.

· Submit a monthly report about expected collection to the finance manager.

· Put all policies and procedures for the related work and staff in his department.

· Put the plan for processing the monthly entries in KH/CC books.
·       Prepare all report management need for revenue and receivable.
As Sr. Accountant-General Ledger 
· Instrumental in utilizing Oracle Financial System (GL) so as to provide Hospital Management and Management Company with accurate, timely and relevant financial information.

· Pivotal in ensuring that controls are in place to safeguard the company’s assets; maintained Oracle Finance Modules to provide for the optimum use of the system.

· Shouldered responsibility of ensuring that Cashiering, Payroll and Accounts Payable functions are always covered and that the work they perform is properly supervised.

· Prepared schedules of accrual and prepayment every month to be captured in Oracle System.

As Sr. Accountant-Group Payable Supervisor 
· Instrumental in ensuring that regular payment runs are prepared in accordance with agreed Purchase Order terms of payments and passed it to General Ledger Supervisor and Financial Controller for approval.

· Pivotal in preparing monthly payroll; ensured that all invoices are approved in accordance with group policies; ensured that any disputed invoices are highlighted on the relevant supplier’s account.

· Shouldered responsibility of ensuring that all disputed invoices are notified to the supplier without delay with all correspondence on dispute recorded on the attached ‘Disputed Invoice Record’.

· Accountable for ensuring that any credit notes from suppliers are properly recorded on the system and matched to the relevant invoices; ensured that any manual payments are properly authorized and recorded in Accounts Payable Module.

· Efficiently worked with inter-linked tasks of purchasing/payments so as to ensure that payments are handled automatically and efficiently in order to ensure that no ‘bottlenecks’ are created due to financial review; ensured that supplier’s statements were reconciled and action were taken regarding any discrepancies within 2 working days of receipt of the statement.

· Responsible for ensuring that all holders of petty cash floats are set up on the Accounts Payable Module to enable purchase orders to be produced when the float is liquidated so the liability can be cleared.

· Assisted the Cashier in ensuring that all petty cash floats are properly reconciled and that all paperwork is properly authorized; ensured that all paperwork in relation to the accounts payable is continually filed in accordance with finance department policy.

· Dealt with supplier queries in a courteous manner and resolved any queries/disputes in an efficient way; ensured that any additional discounts for early payments are brought to the attention of the Financial Controller/Manager.

· Contributed in assisting with annual and any other periodic stock counts as directed by the Financial Controller/Manager.

Sep’01 – Aug’03 with Lamion Restaurants Co. LLC., Riyadh, KSA as Internal Auditor

Key Highlights:

· Accountable for executing yearly approved  audit plans; actively participated in effective execution of major audits including planning, fieldwork, analysis of findings and generated reports and presentation of results.

· Proactively participated in:

· Special reviews and investigations

· Assessment of the effectiveness of the business control framework.

· Process of designing annual Internal Audit Plan.

· Preparing and developing IA Methodology.

· Shouldered responsibility of developing and maintaining flexible audit plans and programs using an appropriate risk-based methodology including any risks or control concerns identified by the company and submitted that plan to the Internal Audit Manager for review and approval as well as periodic updates.

· Assisted in implementing Annual Audit Plan as approved including any special tasks or projects requested by Chief Internal Auditor or Lead Auditor.

· Instrumental in preparing Periodic Reports to the Internal Audit Manager and summarizing results of audit activities. Kept informed of emerging trends and successful practices in internal auditing.

· Responsible for providing a list of significant measurement goals and results to the Internal Audit Manager; assisted in performing food costing for the new food menu. 

· Generated reports on Managements’ Compliance on meeting their department’s objectives, in order to ensure that all senior management be responsible and accountable for audit report implementation.

· Actively participated in the development of Internal Audit Methodology.


PREVIOUS ASSIGNMENTS

Apr’99 – Jun’01 with Lasani Restaurants, Riyadh, Dammam & Jeddah as Chief Accountant 
Jan’98 – Jun’99 with Ideal Business Centre, Dhaka, Bangladesh as Accountant 


ARTICLESHIP TRAINING 

Ahsan Kamal Sadeq & Co., Dhaka, Bangladesh










 
    Jun’94 – Dec’98
Article Student & Audit Sr.
Key Highlights: 

· Administered activities related to audit planning and its implementation, supervision of Audit Team and their grooming; conducted detailed review of internal controls and reports thereon.

· Prepared financial statements in compliance with the International Accounting Standards, International Auditing Standards and applicable local statutes.

· Supervised and assisted in handling the following statutory audits and special engagements of reputable organizations relating to different sectors like:
· Malinichara Tea Garden.
· Tampaco Gorup.
· BTRC.
· Dhaka Electricity Co.
· KAFCO.
· Janata Bank (some of the branch).

IT SKILLS

· Well versed with Oracle Financial System, Microsoft Dynamics Navision, MS Office & Internet Applications.



.
