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Muhammad 
Muhammad.144565@2freemail.com 

  Professional Summary
Skilled professional with more than 9 years of accounting and auditing experience including 3.5 years of UAE mid – manager level experience. Strong understanding of all aspects of auditing and financial management. Proven ability to manage multiple assignments while meeting tight deadline schedules. Possess the reputation of self-directed professional with excellent problem-solving, analytical and communication skills.

Proven track record of performing work in ethical manners while consistently maintaining the integrity of all financial data. Special expertise in construction, real estate, education, restaurant, I.T and banking industries. Strong relationship building skills and effective collaboration with management, co-workers, vendors and clients. Having membership status of UAECA, ACCA – UK with M.com and B.Com, proficient in English, expert in Microsoft office tools, working and implementation experience of accounting ERP’s like Quickbooks, Peachtree, Telly, FACTS, Oracle financial R12, can use SAP with little guidance.
Technical Expertise
	· Accounts finalization & Ageing Analysis
	· Budgeting & Performance analysis

	· Performance Measurement & Financial Management
	· Auditing & Management Reports

	· IFRS & IAS
	· MS Office Tools & ERP software


  Professional Experience 


Finance Manager - Ahsan Real Estate (23 August 2015 - 19 November 2015) - Dubai                                                   [image: image1.png]



I was hired as Finance Manager with the additional responsibility of office in charge. Ahsan real estate was established one year before in Dubai. I was assigned the responsibilities to set policies and procedures, align the office system and make the organization a profitable organization. My responsibilities included:
· Development of proper Finance department with selection and implementation of ERP Accounting software.
· Creation of chart of accounts, recommendations for SOP’s and implementation of approved policies.
· Ensured corporate governance in effective manner, guiding and training to newly hired staff about procedures to reduce the maximum chance of Risk.
· Ensured timely Payroll preparation, accurate calculation of overtime / deduction / commission and on-time salary payments. 
· Ensured that expenses in foreseeable future were forecasted and sufficient cash budgeted to meet the expense requirement.
Finance Manager - National Security Institute (MOI) (6 April 2015 - 22 August 2015) – Abu Dhabi                    [image: image2.png]) gl ogatl
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Being hired as Finance Manager, in National Security Institute, a Government Entity under Ministry Of Interiors UAE, I was responsible to manage the Finance Department of  NSI Abu Dhabi and NSI AJMAN (Branch office) as well as reporting to CEO on monthly basis and presentation to Board Of Directors on quarterly basis. My main responsibilities and achievements were:
· Supervision of the finance Department of NSI Abu Dhabi and NSI Ajman and ensured financial statements are accurately updated and management reports submitted in time for decision making.
· Ensured that policies and procedures were appropriate as per SOP’s, recommendations given to management, whenever required.

· Developed and start the Internal Audit Department to make sure that organization’s objectives were achieved and operations were effectively working. 

· Ensured timely generation of invoices and effective follow-up process of timely collections.
· Ensured that budget was accurately prepared, monthly comparison of actual expenses vs. budgeted and recommended necessary actions wherever required.
· Ensured timely Payroll preparation, accurate calculation of overtime / deduction  and on-time salary payments 

· Actively involved in the implementation of ORACLE ERP in NSI and assisted the Oracle team from our office site.
Financial Analyst -Sultan Investments (13 Jan, 2013 – 5 April, 2015) – Dubai                                                                       
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Being Financial Analyst, I updated financial statements well as financial analysis and reporting to Management about the performance of two Companies named Al Batin Business Centre - Abu Dhabi and Sultan Stone L.L.C - Dubai.
Al Batin business Centre, Mainly a REAL ESTATE business, was fully furnished ready to use offices in Al Batin Tower situated in Abu Dhabi. Customers were provided with fully furnished offices equipped with modern I.T Equipment and conference Rooms and were charged for each service they consumed as per tariff rate. My job specific involvements were:
· Uploading the rent invoices, service charge invoices and other utility charge invoices details into ERP Software, generated by Sales team through RJMETIS, billing software for Al Batin Business Centre.
· Keep recording of the security deposits against each rental property and adjustment at the time of final settlement.
Sultan Stone LLC was Dubai based Company in Construction Industry, specialized in Natural Stone business established since 1993.Company was importing natural stone from overseas, trading in local market as well as cutting, polishing and fixing on project basis in deferent areas of UAE. My job specific involvements were:
· Record keeping of security deposits of customers, retention records of subcontractors, adjusting deposits and retentions against the invoices at the time of Final settlement.
· Generation of monthly contract invoices for work done, reviewing project costs, profits and other expenses project wise.
Other Responsibilities and Achievements were:
· Prepared and reviewed financial statements up to finalization accurately and timely, analysed revenues, costs and expenses.
· Payroll preparation, payment to staff through WPS system, updated record of end of service benefits as per company policy. 

· Developed formats and spread sheets for Reporting to higher Management on monthly, quarterly and yearly basis of turnover and cash inflows, variances in budgeted and actual expenses.
· Company’s representative for banks and auditors and direct contact person for them to ensure smoothness of business.
· Assistant to Management in the preparation of next budgets, forecasting & feasibility studies and providing suitable recommendations, other finance related work, assigned by General Manager, CFO and CEO.
·  Supervised and Implemented ERP software (FACTS-Specialized Nature software) and assisted to other users being Super Admin User in both companies.
Fast Developers (July 5, 2011 - December 1, 2012) - Lahore                                                                                              [image: image4.jpg]* Fost Devlopers




I worked for Fast Developers as an Accounts Officer. My prime duties were as below:- 
· Prepared financial statements up to finalization accurately and timely, analysed revenues, costs and expenses 

· Maintained company’s receivables and payables by ageing analysis
· Payroll preparation, calculation of overtime / Deduction, updating end of service benefits.
· Maintained good relationships with banks for smooth business operations.
· Review business performance, dealing with auditors.
Arshad and Co. Chartered Accountant (June 16, 2008 – June 30, 2011) – Lahore______________________________________
I worked in Arshad & Co., an Auditing firm from a junior to senior auditor posts where I performed,
· Statutory Audits consisting of analysis and review of financial statements, ensuring adequacy of reporting system, compliance with statutory requirements , International Financial Reporting Standards (IFRSs) and reviewing existing systems to identify any control weaknesses.
·  Ensure compliance with local regulations i.e., company laws, income tax laws, code of corporate governance and stock exchange listing regulations.
· Evaluate and understand the internal control system, tested documentation supporting account balances or classes of transactions, applied appropriate audit procedures on heads assigned to obtain sufficient appropriate audit evidence.
· Performed physical inventory observations at year end in order to evaluate inventory levels and identified potential damaged or obsolete inventory.
· File inspection in SECP (securities & exchange commission of Pakistan) of various registered firms and making report on file inspection and other findings on mortgage charges and other charges, form A, 28, 29.
· Book keeping for many small companies, mainly an international client VIZIO private limited registered in CANADA on a client provided accounting software.
· Main audit clients were,

	· Halal food private limited
	· Faras chemicals private limited

	· Lucky plastic private limited
	· Habib Rafique developer private limited

	· Rasul Hydro Power private limited  
	· Cotton web private limited


Qazi Chemical Industry (September 15, 2006 – June 14, 2008) - Lahore_____________________________________________
I worked in Qazi Chemical Industry as an Assistant Accounts Officer. My responsibilities were as below:-
· Assistance in preparation of financial statements and reporting to senior Accountant, dealing with banks for cheque / cash submission.
· Managed petty cash expanses, controlled credit limits, follow up for receivables, calculation of overtime/ deduction / attendance and assistance in payroll preparation.
National Bank of Pakistan NBP (August 7, 2006 – September 11, 2006) - Lahore                                                            [image: image5.jpg]



I worked in NBP (National Bank of Pakistan) Wapda House Lahore on training basis in following areas:-
	· Collection department
	· Foreign exchange department

	· Remittance department
	· Credit department


Professional Education

ACCOUNTANTS & AUDITORS ASSOCIATION (UAECA) (MEMBER since Jan, 2015)                                              
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I got membership of UAECA from Accountants and Auditors Association of United Arab Emirates in January 2015.
ASSOCIATED CERTIFIED CHARTERED ACCOUNTANT (ACCA-UK) (MEMBER since Feb, 2014)                          
[image: image7]                  
I Passed last exam in December 2012 and got membership of ACCA - UK in February 2014.
MASTER IN COMMERCE (M.Com) (2015)                                                                                                                              
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 I got equivalence certificate in Masters of Commerce in 2015 from HEC (Higher Education Commission of Pakistan).
BACHELOR IN COMMERCE (B.Com) (2006)                                                                                                                          
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 I got 1st division in Bachelors of Commerce in 2006 from The University of Punjab.
Computer Skills                                              
· I completed two-months training course of ERP Oracle Financial R12 from CFE group of colleges  where I learned implementation and work on 
· System administration & General ledger
· Accounts payables & Accounts receivables
· I know computerized accounting software’s implementation, Book keeping, Chart of Accounts maintenance, reports generation and preparation of financial statements from Famous ERP’s  available in market like Quick books, Tally, Peachtree, Facts and a strong confidence that I can work on any ERP and SAP with very little guidance and training.
· I have good knowledge and command on Microsoft office tools.
Personal Details
	· Nationality : Pakistani
	· Date of birth : 30th November, 1986

	· Languages : English, Urdu, Punjabi, Hindi
	· Marital status : Married

	· Driving license : UAE & Pakistan
	· 


Visa Status
I have UAE tourist visa expiring on 20th February, 2017.
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