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OBJECTIVE
Seeking challenging position in Accounts/Finance across well reputed and growth oriented organizations, demanding high standards of quality and precision, providing me with opportunity to utilize skills gained in the best possible way achieving the organizational goal.

Educational Qualifications
· B.Com – Karachi University Pakistan 
· Certificate in Accounts & Management
Institute of Business & Professional Development Pakistan 

Functional Skills

· Financial Analysis and Interpretation. 

· Various facets of Accounting up to Finalization. 

· Management & Reporting of Financial Statements.

· Bank Reconciliation, Payables/Receivables Management.

· Preparation and checking of Invoices/ payments and recording all vouchers.

· Cash Flow and Inventory Management. 

Interpersonal Skills 
· Analytical and detail-oriented in all aspects. 

· Adaptive and flexible with changes and innovations.

· Skilled in identifying and implementing process improvements leading to accuracy, consistency and efficiency. 

· Motivating team members to achieve personal and organizational objectives. 

· Adhere to policies and procedures in managing day-to-day affairs. 

· Fast learner, loyal with strong work ethics and an absolute team player. 

Achievements
· Successful implementation of Complete Accounting System of Universal Terminals Ltd.
· Preparation of various reports to the management to ensure clear idea of the business and financials to take timely decisions.

· Boasts of excellent relationships with banks, affiliates, partners, financial institutions, regulatory authorities and other external agencies. 

Professional Experience
May’2010 – Aug’ 2013: (Confidential) 
 Accountant
Job Role: 

· Assisting the Finance Manager in day-to-day accounting matter.

· Maintain customer profile and their transaction based profile according to theirRegion.

· Follow up of trade creditors, preparation of monthly payment Schedule for supplier and other expenses.
· Day to day banking activities. Supervised and coordinate in petty cash fund activities.

· Checked & Maintenance of cash book, Bank book, Journals.
· Monitored Receivables and Payables and submitting weekly reports to Finance Manager.

· Organized the Bank Reconciliation Statement in the Accounting packages and preparing it for presentation.

· Checked debtors and creditors outstanding and preparing disputed customer list and submitting to Finance Manager.

· Preparation and Submission of Invoices / Bills for Work in Progress for different projects. 

· Follow up and recovery of retention money, withheld by different customers for their various projects.

· Preparation of receivable ageing statements and do the necessary follow-up for payment.

· Monitoring the daily Purchase booking, Invoicing, Journals, Debit/Credit notes and other accounts related transactions.

· Store-Purchase coordination / Monitoring Inventory Control System.
Jan’2009 – Mar’ 2010: (Confidential) 

Junior Accountant

Job Role:

· Accountable for all accounting works such as preparation of invoices\Quotations\Purchase orders and posting of vouchers.
· Look after day to day banking activities, supervised and coordinate in petty cash activities for the company.
· Managing and maintaining general and subsidiary ledgers, accounts receivable, accounts payable, expenditures, and insurance records. 
· Directing monthly bank reconciliation and reconciliation of debtors and suppliers.
· Preparing creditor’s payment based on cash and credit payment rules of the company including statements and reports.
· Preparation of monthly payment Schedule for supplier and other expenses.
· Payment follow-up and preparations of cheques. 
· Preparations of weekly/Monthly Inventory management reports and submitting to inventory controller.
· Prepared payroll checking time sheet and preparing individual and consolidated payroll sheet based on monthly attendance report.
· Providing assistance to auditor in accomplishing physical and periodic audits. 
· Preparation of receivable ageing statements and listing of disputed customers for the appropriate action.
Accounting Skills:
Tally

Peachtree

Quickbooks

MS Excel and other accounting softwares.

Personal minutiae 

Date of birth:        22, March, 1983
Marital Status:     Single

Nationality:          Pakistan

Visa Status:        Visit 
CV No: 1096866


Email: �HYPERLINK "mailto:cvdba15@gmail.com" ��cvdba15@gmail.com� 


Mobile: +971505905010 / +971504753686











