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Career Objective

To be a successful professional in Finance & Accounts by joining an organization that can provide me opportunities to widen my skills to grow & expand with the organization. 
Profile Summary

· Have 15+ years of experience in diverse experience in financial-services industries and leading edge, fast-paced high-tech organizations in Pakistan.

· Hold a Bachelor Degree in Commerce & Cost and Management Accountant (I).
· Skilled in accounting concepts to consolidate accounting operations, credit control, receivable & payable management.

· Well versed in dealing with banks and its  products and various credit facilities
· Proficient in administration functions.

· Detail-oriented, efficient & organized professional with an extensive experience in accounting systems.

· Possess strong analytical & problem solving skills, with an ability to make thought out decisions.

· Resourceful in completing projects & efficient in multi-tasking.

· Have the ability to quickly identify problems as well as provide appropriate solutions.

· Energetic & self-motivated with a high degree of cultural sensitivity.

· Strong understanding of excels and accounting systems 
Self-starter with a drive to succeed. 
· Can work under pressure & meet deadlines.

Experience Details
Accounts & Administration Manger, Defence Systems (Pvt) Ltd, Pakistan (From March 2010 to Date)            
(Xtreme Defence Systems (XDS) is a US incorporated company that specializes in safety and security technology products. (XDS) the pioneers company in manufacturing / Retrofitting of Armored Vehicles in Pakistan, specially   ballistic steel and mild steel products like guard posts, Strong rooms B-5 & B-6 level.)
Job Profile:
· Finalize Trial Balance with supporting schedules, Preparation of Financial Reports.
· Manage Posting of transactions on daily basis ensuring that these are correctly classified into various heads of accounts & allocated to proper cost centre.

· Ensure General Ledger entries are accurate and are in line with Company Procedures & International Accounting Standards, Maintain books of accounts in a computerized environment.

· Handling / Verification of payments to suppliers, Consultants, service providers and staff reimbursements (Medical TA/DA, Overtime , Telephone and other  reimbursements ) etc.

· Verifying all travel (TA/DA) advances for proper authorization and that the calculations are as per the company policy and ensuring timely reconciliation and settlement of travel advances given to the employees.

· Manage a wide variety of record keeping and payroll processing activities, including computing wage and overtime payments, calculating and recording payroll deductions, processing requests for paycheck advances, issuance of pay slips and processing terminations. Withholding Tax on all payments as applicable, deposit into treasury within (through e-payment) the stipulated timeframe and issuance of withholding Tax certificates to Employees. 

· Manage and control petty cash payments ensuring adherence to Co. and internal policies and procedures.
· Supervise the whole range of Accounts Payable & Receivable.

· Account for all receipts received, cash, CDC / PDC, bank transfers, updating all transactions accurately within the customer accounts. Ensure timely deposit of cash and cheque in the bank on daily basis, Prepare day to day bank transactions & day to day cash transactions reports.

· Manage the Invoice generation Operation & Credit Control.

· Preparation of   tax returns to be submitted to different authorities

· Withholding Tax on all payments as applicable, deposit into treasury within (through e-payment) the stipulated timeframe and issuance of withholding Tax certificates to the suppliers/ service providers.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis.

· Preparing and reviewing the expense budget for all Division of the Company and monitor the actual expenses on a quarterly basis against the budgeted expense

· Ensuring timely submission of all insurance claims to prevent any delay in settlement.

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.

· Handling of Staff, Office Maintenance matters, issuance of purchase orders, arrangements of Food for workers, hiring of factory workers.
· Liaise with external auditors; implement recommendations if any; take corrective action wherever required.

Accounts Officer (OG-II), M/s. SME BANK LTD (Semi Govt.) Head Office, Islamabad, Pakistan (From Jan 2002 to Nov 2009)            

Job Profile:
· Handling / Verification of payments to suppliers, Consultants, service providers and staff reimbursements (Medical TA/DA, Overtime , Telephone and other  reimbursements ) etc.

· Posting of transactions on daily basis ensuring that these are correctly classified into various heads of accounts & allocated to proper cost centre. 


· Withholding Tax on all payments as applicable, deposit into treasury within (through e-payment) the stipulated timeframe and issuance of withholding Tax certificates to the suppliers/ service providers.

· Verifying all types vouchers including petty cash 

· Supervising the preparation of Centralized payroll 

· Preparation of   tax returns to be submitted to different authorities

· Preparation of periodical accruals

· Supervising Preparation of bank reconciliation statements. 

· Supervising the filing of daily vouchers, there binding and safe keeping for future reference. 

· Supervising the process of end of day ensuring that vouchers are agreed with DAY BOOK, Coordinate with MIS Deptt. for end of day Processing.

· Coordinate with MIS Department on opening of new GL accounts and cost centers. 

· Supervising to prepare periodical schedules.

· Dealing with banks

· Coordination with auditors.


Accounts Officer (OG-III), M/s. Small Business Finance Corporation, Pakistan (From July 1999 to Dec.2001)            

Job Profile:

· To analyze budget requests, consolidate estimate, review budget information and supporting data assist the management in formulating the yearly Budget proposals. 

· To process funds demand/ requirements of various Regions of the corporation and to ensure timely remittances to the concern quarters.

· Generating managements reports to match actual financial results with the budget / forecast

Accounts Officer (OG-II), M/s. Youth Investment Promotion Society   (Yips), Pakistan (From January 1988 to June 1999)    
(Joined YIPS on 26-01-1988 as Sr. Asstt. Accounts, promoted as Sr. Supervisor Accounts from 01-04-1990 and further promoted as Finance Officer from   July 01, 1994 June, 1999)

Job Profile:

· Finalization of Accounts.

· Preparation of Financial Statements.
· Supervising maintenance of Centralized Books of Accounts.
· Supervising the preparation of Centralized payroll in computerized environment including 13 Brs.
· Supervising the daily payments, Receipt and Journal vouchers.
· Supervising the all types of payments of bills of suppliers/ Service providers.
· Supervising to process all types of payments to employees (Medical, TA/DA, overtime fuel, telephone bills. Etc.
· Supervising the Replenishment of imprest of 13 Field offices.

· Preparation of Income Tax Statements under the relevant Income Tax Rules to be submitted to Income tax authorities

· Supervising the Preparation of bank reconciliation statements.

· Coordination with internal & external auditors. 

· Member of Provident Fund Trust.

Educational Qualification

· Cost and Management Accountant (Qualified Part-I) from the Institute of Cost and Management Accountant of Pakistan.

· Bachelor of Commerce(B.Com)  from The University of Punjab, Pakistan 

Certificate/Courses
· Course on analysis & interpretation of Financial Statements organized by The Institute of Bankers in Pakistan Islamabad.

· Trainer’s Training “e-nhance (Total Banking Solution) PIBAS   

· Workshop on WORKING CAPITAL MANAGEMENT organized by the Institute of Cost & Management Accountants of Pakistan 

Computer skill 

· On different off-shelf and customized accounting packages 

· Excellent command in MS Excel, MS Word and MS Office as a whole

· Confident and able to work in any computer based environment

Personal Profile

Nationality



Pakistani 

Languages Known


English; Urdu 

Marital Status



Married

Date of Birth



30-1-1965
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