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	Accounts Professional
	Syed
Syed.18257@2freemail.com 

  

	Profile Summary
	

	

	Experienced Accountant with over a decade service within diversified industries. Demonstrated strong competencies in handling wide range of accounting functions including book of accounts management and financial report preparation. Cognizant in directing audit assignments with developed skills in assessing accuracy of financial records whilst determining effectiveness of controls and efficiency of operations. Possesses strong competencies in carrying out multiple tasks simultaneously, performing well under pressure, maintaining strict confidentiality of company records, coordinating with third parties and surpassing performance parameters. Proficient in using customized software and other applications to effectively perform accounting transactions and streamline overall work course. Committed, proactive and highly-driven with high level analytical aptitude, excellent problem solving, decision making, time management, coordination, communication and interpersonal skills. Seeking for a rewarding role within a reputed company where experience and skills will be utilized.


	STRENGTHS

	· Well-trained & Experienced Professional 
	· Competencies in Handling Accounting Functions

	· Solid Auditing Orientation & Operations Supervision
	· Versed in AC/AP, P&L, Balance Sheet Preparation

	· Admirable Team Spirit & Leadership Capability
	· Book of Accounts Management & MIS Reporting 

	· High Sense of Commitment & Responsibility
	· Well Versed in Tally ERP9, Peachtree, Quick Books


	Career Snapshot
	

	Accountant General,  AIM Industries Co. L.L.C, Dubai, UAE
Chief Accountant, Ruby Traders, Pakistan


	                                                                 Jul 2013 Present

                                                                 Nov 2008 – Jun 2013 

	Accounts & Audit Manager, Karachi Tile Mart, 
	Nov 2003 – Nov 2008

	Factory Accountant, Murtaza Industries, Pakistan

	Sep 2001 – Nov 2003


	Achievements
	

	

	· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication with drive towards contributing to continued business growth.

· Effectively set priorities, dealt with unexpected change and work in challenging and pressure-driven environment. Consistently demonstrated resourcefulness and initiative in support of top management with natural ability to establish rapport and consensus among cross functional lines.

· Contributed to previous company in safeguarding finances by preparing accurate financial and accounting reports, ensuring reliability, worthiness and conformance with set policy and standards.

· Gained comprehensive knowledge in understanding the entire flow of business operations, documentation needs and following accounting and reporting requirements.

· Carried out consistent career growth by using knowledge acquired from previous experiences and by upholding dedication and commitment in work profile.


	Areas of Expertise
	

	

	Accounting 

	· Apply fundamental knowledge of accounting principles and become acquainted with departmental processes. 

· Perform any combination of routine calculating, posting and verifying duties to obtain primary financial data for use in maintaining accounting records.

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

· Receive, record and bank cash, checks and vouchers. Issue receipts, refunds, credits or change due.

· Debit, credit and total accounts on spreadsheets and databases.

· Compile statistical, financial, accounting or auditing reports and tables pertaining to such matters as cash receipts, expenditures, AR/AP and P/L. Code documents according to company procedures.

· Reconcile or note and report discrepancies found in records.

· Perform variety of accounting functions including examination, analysis, maintenance, reconciliation and verification of financial records under direct supervision. 

· Assist Chief Accountant in handling AR/AP, accounts finalization, monthly book closing procedures and in preparing financial statements such as balance sheet and other financial statement. 

· Ensure all accounting process such as handling complete books of accounts independently up to completion are carried out according to standards with zero error tolerance.

· Participate in financial planning, budget preparation, forecasting, auditing and financial management.


	Auditing

	· Conduct various types of audits that summarize the organization’s financial position.  Carry out statutory audits, tax audit, internal audit or issues such as income tax, sale tax and service tax. 

· Prepare audit strategy plans, organize schedules, assign workloads and generate financial reports.

· Coordinate with audit team as well as management to exchange information, coordinate tasks, discuss and resolve audit-related concerns. 

· Thoroughly check financial and operational activities for efficiency, effectiveness, and use of accepted accounting procedures in recording transactions; identify key risk areas and report on abnormalities.

· Collect and analyze data and key indicators to detect deficient controls, duplicated effort, extravagance, fraud, or noncompliance with laws and management policies.

· Evaluate and report audit findings. Recommend changes to correct unsatisfactory conditions, improve operations, reduce costs, and ensure compliance with applicable requirements.


	Administration

	· Carry out administrative duties including logistics coordination, bookkeeping and customer relations.  

· Coordinate with various groups within organization to provide accurate, efficient and committed support. 

· Confer with internal departments to exchange information, coordinate activities and promptly resolve issues. 

· Preserve proper records of correspondences and files. Keep files up-to-date.

· Manage and keep confidentiality in all company documents and reports.


	Proven Job Role
	

	

	Accountant, 

· Managed overall operations within Accounts Department with core focus in Manufacturing Cost.
· Handled bank reconciliations as well as preparation of P&L and Balance Sheet.

· Prepared company Tax Returns for audit with tax lawyer of the company.

· Handled day-to-day accounts in Tally ERP-9.
Chief Accountant, Ruby Traders

	· Managed overall operations within Accounts Department with core focus in import, costing, AC/AP.
· Handled bank reconciliations as well as preparation of P&L and Balance Sheet.
· Prepared company Tax Returns for audit with tax lawyer of the company.

· Handled day-to-day accounts in Tally ERP-9.


	Accounts & Audit Manager, Karachi Tile Mart

	· Managed Accounts Receivables and its concurrent follow-up. 
· Prepared reconciliation statements and final accounts such as P&L and Balance Sheet.

· Gained extensive experience in handling accounts up to finalization in a computerized environment

· Provided leadership, direction and training to assistants/juniors on accounting systems.

· Evaluated accounting records and other financial data to assess accuracy, completeness and conformance with company policies and applicable reporting standards.



	Factory Accountant, Murtaza Industries

	· Provided efficient and proactive assistance in handling wide range of accounts related activities covering voucher preparation, maintaining ledgers, bank reconciliations, accounts closing and finalization, etc.

· Directed job order for textile whilst administering manufacture costing.

· Dealt with Sales Tax and Income Tax documents.

	Education
	

	

	Secondary School Diploma 

	IT Skills
	

	

	· Adept in Accounting Software & Customized Packages: Peachtree, Quick Books, Tally ERP9, Oracle, Fox-Pro
· Proficient in MS Office Suite, E-mail & Internet Applications 

	Personal Details
	

	

	Nationality: Pakistani               Date of Birth: 8th January 1971               Marital Status: Married 
Visa Status: Employment Visa at Dubai              Languages: English & Urdu     
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