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	Professional Résumé 


	

	Date of Birth:
	05 - October - 1985
	        Age:  31 Years
	

	
	
	

	
	
	
	
	

	Email(s):
	 Mustanser.163490@2freemail.com 
	




	Objective: 

	To seek for challenging and rewarding positioning in your organization, that is financially satisfying and career promising, and will not only allow Me to evince my abilities more fully but will also enable me to expand my Knowledge and experience. 





Professional Career Summary:  

	Education
: 
	Bachelor of Commerce (B. Com) 

	                                             :
	Diploma of Commerce  (D.Com)

	
	
	

	Work Experience
:
	Duration
Sep. 2010-to July 2014
	Organization & Designation 
Master Tile – Accountant (A/P)

	Aug. 2014-to Date
	HIT Group – Accountant (A/P)




Work Experience
	Organization
 :
	HIT Group (Steel Fabrication & Galvanizing)

	Organization Type
 :
	Contracting

	Designation
 :
	Accountant (Account Payable)                                 

	Tenure
 :

	August-2014 to Date

	Location 
 :
	Al-Jubail, Saudi Arabia 

	Reporting to
 :
	Finance Manager, Chief Accountant 

	Brief Job Description   :
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	Accountant (Accounts Payable):

· Check invoices, orders, offers signed by authorized officers, ensuring compliance with budget and finance policies.

· Enter trade payable invoices and make payments as per due dates.

· Enter journal entries, Accruals & Payables.

· Matching / Coding invoices upon receipts of suppliers' invoices

· Check figures, postings, and documents for correct entry, mathematical accuracy, and proper codes.

· Maintaining Proper Filing for accounts payable, payments, and goods received

· Assist the Chief Accountant to check & verify Payroll.

· Liaise with suppliers by telephone / email to resolve any queries and payment or invoices issues

· Co-ordination with Commercial department for analysis and review of new and existing vendors

· Reconciliation of vendor’s statement of accounts and follow up for discrepancies 
· Ensure compliance with all contractual payment policy terms and conditions.

· Prepare monthly schedule for all Accounts Payable reports.


	
	· Maintain vendors master file and associated records.

· Prepare month-end account reconciliations (primarily cash, accrual and prepaid accounts) 

· Follow-up on invoices where the authorization to pay has not been provided in a timely manner.

· Manage the Accounts Payable process, ensuring that all vendors are paid in a timely and efficient manner.

Cost Analyst (Costing):

· Perform Costing / Profitability analysis on existing and new customers /Jobs.

· Perform analysis of expenditure records to ascertain distribution of costs for various departments or Jobs.

· Responsible for inventory reconciliation.

· Prepare product cost analysis.

· Conduct annual physical inventory.

· Prepare labor and overhead calculations.

· Monthly Preparation of Cost Report, Cost Summary Sheet for running jobs.

· Preparation of complete cost report & forward for approval at completion of running job.

· Carries out special projects related to budgets as directed by the management




Internship Experience

	Organization
:
	Askari Bank Limited, Pakistan 

	Organization Type
:
	Banking / Financial Services 

	Designation
:
	Trainee / Internee

	Tenure
:

	Feb.2010 –  July 2010




Professional Certification & Academic Education

	Sr.
	Certification / Degree
	Institution / University
	Specialization / Major
	Passing Year

	1
	B. Com
	University of Punjab
	Commerce
	2009

	2
	D.Com
	Punjab Board of Technical Education Lahore
	Commerce
	2006




Computer Skills and Other Abilities
	Sr.
	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	1
	Spread Sheet
	Excellent 
	Currently Using

	2
	Word Processing
	Excellent 
	Currently Using 

	3
	Outlook Express
	Above Average
	Currently Using

	4
	Soft Presentation
	Average 
	Currently Using




Social Membership & Co-curricular / Leisure Activities

	Sr.
	Description of Activities 

	1
	Reading Books 

	2
	Playing Cricket

	3
	Internet Surfing 




Personal Information

	Father’s Name
:
	Bashir 

	Marital Status 
:
	Single

	Religion
:

	Islam

	Language Competency 
:
	English

	Countries Visited
:
	Dubai, Saudi Arabia
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