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Profile Synopsis
Accounts/Finance Professionalwith 5+ years of demonstrated experience in Accounting & Finance handling complete books of accounts independently up to finalization, preparing monthly, quarterly and annual accounts. Maintaining accuracy in all financial and accounting operations of the organization to guarantee the integrity of financial results. Controlling cash flow and organizing company funds based on working capital requirements. Conducting ongoing cost reduction reviews to identify the opportunities in all areas of company to ensure savings in operating cost. Preserve highest ethical standards and adhere company policy and sound business practices. Sound knowledge and practical experience of accounting software and implementation of ERP system. Good team-player and fast learner with positive work attitude. Capability to work on feet for long periods of time to deliver the commitments within tight or challenging deadlines.

Qualifications




· MBA Finance – Federal Urdu University Islamabad




2010

· Bachelors of Commerce – University of Lahore, Pakistan                              

2008





Feb-2014 – Present

Designation: 
Finance Officer
Reporting to:
Finance Manager
Job Responsibilities:
· Completing and analysing financial information to prepare financial statements including monthly, quarterly and annual accounts.

· Analysing financial information to recommend or develop efficient use of resources and procedures, providing strategic recommendations and maintaining solutions to business and financial problems.

· Providing support, service and advising on all financial matters to the company‘s management, i.e. budgets preparation, and presentation, management accounting, MIS and all other financial and non financial reports and statements.

· Ensuring that all accounting entries are incorporated in the company accounts after they have been approved as per the schedule of authority. Ensure that accounts are kept up to date to reflect all the transactions of the business, including all reconciliation with the bankers, debtors, creditors and group’s companies. 

· Planning and organizing the procurement process and acquiring of equipment and services from manufacturers and suppliers.

· Following up of customers for release of early payments (via telephone, email, fax, personal meetings).

· Negotiate and review supplier’s quotes, conditions & payment terms.

· Actively manage and oversee the process of closing out completed orders.

· Budgeting and forecasting with periodical controls, variance analysis, and management reporting and ensuring compliance.

· Monitoring invoicing, payment and billing.

· Implementing proper financial controlling by monitoring expenses and their proper allocation.

· Ensuring all payables is done properly and on time.

· Managing work flow of the department along with proper job allocation to staff for smooth flow.

· Arrangement of logistics support for procurement department and confirming quantity of stock from store staff, and creating liaison between store and logistic staff.

· Document all financial transactions by entering account information.

· Preparation of payroll and salaries of staff.
ARFINA GROUP DUBAI



March 2013 - Dec 2013

Designation:
Accountant
Reporting to:
Partners
Job Responsibilities:
· Follow all banks payments via CDC or PDC for scrutinizing to make sure that all cheques have covered by sufficient balance.

· Day to day Cash handling.

· Daily cash deposit to bank.

· Staff Handling by assigning their duties.

· Making petty cash expenses report.

· Preparing cash summary and bank reconciliation to maintain bank balance with available cash balances.
· Tracing the customers and offer them new offers.
· Developing new service packages to attract and get new customers.
· Ensuring of stock up to date.
· Preparation of payroll and salaries of staff.
WEAL PHARMA PAKISTAN


                                               Aug 2010 - Dec 2012
Designation: 
Accountant
Reporting to:
Accounts Manager
Job Responsibilities:
· Preparation of Statement of Comprehensive Income. Monthly, Semi Annually & Annually. 

· Budgeting & fore casting on monthly basis & respective variance analysis.

· Monitoring of the companies Accounts Receivable & Accounts Payable with their ageing analysis & outstanding reports and confirms the timely receipts and payments.

· Internal Audit to ensure all the Accounting Invoices from suppliers, Vouchers & Invoices to customers was accurate.

· Applied Internal Controls for the integrity of the wages & salaries paid to Employees.

· Bank Reconciliation for the companies two Bank Accounts.

· Cross checking of the ledgers of suppliers to make sure any difference exists should be eliminated. (Reconciliation)

· Preparation of weekly & monthly reports, Cash Flows, AP, AR etc.

· Payroll accounting of the company, wages & salaries.

· Providing Ad-hoc reports on urgent basis when needed by the top management.

· All accounting tasks like Book keeping, Accounts compilation, Petty Cash management.

HUSSAIN STEEL INDUSTRY PVT LTD 

                                DEC 2008 - May 2010
Designation: 
Accountant
Reporting to:
Accounts Manager
Job Responsibilities:
· I was responsible to make and handle the accounts of showroom in RawalpI was responsible to make and handle the accounts of showroom n Rawalpindi Pakistan.

· Prepare forms and manuals for accounting and bookkeeping personnel, and direct their work activities.

· Performs other duties of a similar nature or level.

· Assists with the preparation of the annual and mid-year budgets.

· Establish tables of accounts, and assign entries to proper accounts.

· indi Pakistan.

· Prepare forms and manuals for accounting and bookkeeping personnel, and direct their work activities.

· Performs other duties of a similar nature or level.

· Assists with the preparation of the annual and mid-year budgets.

· Establish tables of accounts, and assign entries to proper accounts.

Personal Information

Date of Birth     : June 25, 1988
Marital Status   : Single
Visa Status         : Visit Visa
Languages          : English, Urdu & Hindi

Reference 
Will be furnished on request.[image: image2.png]
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