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SAMI 
MBA (Finance), B .Com (6 Years Experience)
[image: image5.bmp] Certified Payables Accountant
	OBJECTIVE:


To secure a challenging career with dynamic, service and progressive organization in order to utilize my abilities knowledge and personal acumen with integrity contribute in the development.
	PROFESSIONAL EXPERIENCE:


Gallery LLC, UAE - (Retailers of Branded Perfumes & Watches)
(February 2015 – Current)

· Receiving & Processing invoices from branches for payment.

· Processing accounts payable by PDC, CDC, and TR ETC. 

· Contacting banks regarding any financial queries.
· Monitoring & ensuring that all bank loans installments & facility dues are paid on time for smoothly running of business.

· Ensured input and timely payment of all vendor invoices.

· Work closely with Auditors during bank and yearly audit by providing support documentation for audits.

· Preparing Monthly Payroll of the employees.

· Corresponding with vendors and respond to inquiries.

· Documenting all accounts payable transactions.

· Completing balance sheet reconciliations.

· Matching, batching and coding invoices.

· Checking the filing of invoices.

· Checking the accuracy of figures and calculations.

· Expense report auditing.

· Recording all cash activity on a daily basis.

Continent Advertising, UAE - (Local Advertisers)
(February 2013 – June 2014)

Worked as an Assistant Accountant & Purchase officer reported to Accounts Manager & Managing Director.

Job responsibilities include:

· Handling and writing cheques
· Receiving and processing all invoices, expense forms and requests for payment
· Maintaining spreadsheets

· Credit control

· Monthly Bank Reconciliation Statement

· Managing petty cash transactions

· To conduct the preliminary negotiations with suppliers, to locate sources of supply, to obtain price quotations through formal an informal procedures, to select vendors, and to place purchase orders.
· To follow-up on purchase orders to ensure that the vendor fulfills the purchase agreement on delivery, and that the carrier delivers the shipment promptly and in good condition.
· To handle, directly with the vendor, all correspondence concerning purchases, including price adjustments, the return of defective or incorrect materials, additional shipments to fill shortages, purchase order, cancellation, and to present claims for shortages and damages.
· To suggest changes that will improve product quality, promote better availability, or provide greater economies in purchase or application.
The Oxon School - (Leading education providers up to O Levels)
(November 2011 – August 2012)

Worked as a Chief Accountant & reported to the Managing Director.

Job responsibilities include:

· Preparation of quarterly, semi-annually and annual Financial Statements (Trial Balance, Balance Sheet, P & L Statement, Cash-Flow Statement)

· Preparation of monthly Bank Reconciliation

· Preparation of payroll

· Preparing all vouchers & recording journal entries.

· Updating the student’s school fee structures and reporting to CEO

· Coordinate with the management regarding the school’s progress and reporting to CEO

· Cash Handling.
Star-Pak (Pvt) Ltd – (Manufacturers & Exporters of Boxing / Martial-Art Products)
(July 2008 – August 2010)
Worked as an Accounts Officer & reported to Finance Manager.

Job responsibilities include:

· Assist in preparation of quarterly semi-annually and annual Financial Statements (Trial Balance, Balance Sheet, Profit & Loss Statement, Cash-Flow Statement)

· Assisting in Statutory and Internal Audit
· Inter-Company Reporting to Finance Manager

· Preparation of monthly Bank Reconciliation Statement

· Reconciliation of Suppliers and Customers on quarterly basis

· Assist in preparation of payroll

· Preparing all vouchers & recording journal entries

	QUALIFICATION:


· Master of Business Administration (Finance), Allama Iqbal Open University, Islamabad.
· Bachelor of Commerce (IT), University of Punjab, Lahore.
· Intermediate of Commerce, Board of Intermediate and Secondary Education, Gujranwala.
· Matriculation (Science), Board of Intermediate and Secondary Education, Gujranwala.
	COMPUTER SKILLS: 


· Microsoft Windows 2000, XP, Vista , Windows 7 & windows 8.1.
· Microsoft Office 2007, Professional 2010.
· Peachtree, Tally, Oracle ERP 12 and other Accounting Softwares.

· Adobe Photoshop.
	PERSONAL INFORMATION: 


· Nationality 

:
Pakistan

· Religion

:
Islam
· Date of Birth

:
6th July 1983
· Marital Status
:
Married 
· Visa Status

:
Visit Visa 

FURTHER CAPABILITIES:

· Files or Data management and compiling order to acquire quickly.
· Self starter with a positive attitude. Draft applications/ letters/ memos.
· Prepare access and protect documents containing confidential information.
· Organization and interpersonal skills. Organize office operations and procedures.
· Maintain staff records and process all required work.
· Make and coordinate travel arrangements. Prepare & code travel forms, reconcile as needed.
· Able to work independently and unsupervised and Good communication & interpersonal skills.
· Best typing speed. High level of discretion and confidentiality.
· Takes over extra responsibilities to groom proficiency and to charged myself.

· Take full responsibility for managing the advances computer skills (Ms Word, Power point, Excel, Outlook Etc.) 
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