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CV No: 1300596

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
_______________________________________________
PROFESSIONAL PROFILE
SUMMARY
MBA with 7+ years of experience in the areas of Finance, Accounting, Bookkeeping, Accounts Payable, General & Subsidiary Ledger, Fixed Assets, Telecom Payable & Expenses, Reconciliations, Analysis & Reports, Data Entry, Customer Service and Supervision.
HIGHLIGHTS
· Awarded appreciation from Chief Financial Officer and Manager for outstanding performance. 
· Received Academic Distinction Awards and Service Recognition Award. 
· Attained various achievements in my assigned tasks. 
SUMMARY OF SKILLS & ABILITIES
· Microsoft Office including Excel, Access, PowerPoint, Word and Outlook. 
· Adobe Acrobat Professional. 
· Fast English Typing & Data Entry. 
· Verbal & Written Communication Skills. 
· Presentation Skills. 
ACCOUNTING ERP EXPERIENCE


· Financial Data Analysis & Reports. 
· Tenacity and Ethics. 
· Problem Solving. 
· Task Planning, Organizing & Prioritizing. 
· Meet Targets. 
· Time Management. 
· Microsoft Dynamics GP - Great Plains (6+ years of experience, all prime modules) 
· Oracle Financials (1 year of experience) 
EMPLOYMENT HISTORY (FINANCE)
PRIVATE LIMITED Company, KARACHI, PAKISTAN
April 2013 – May 2014
Job Title: Accounts Payable (Telco Analyst - Telecom Payable & Expenses, Fixed Assets)
Job Skills: Telecom Payable and Expenses, Accounts Payable, Fixed Assets and Analysis & Reports.
Department: Finance –, USA
Key Achievements:
· Reduced disconnect notices and late fees which resulted in $3,000 reduction in monthly expenses. 
· Updated telecom reports guidebook for reference. This improved accuracy and consistency. 
· Provided support & input for successful implementation of Microsoft Dynamics GP 2013. 
Key Responsibilities:
· Analyzed telecom payable and expenses for access and usage by each business unit/entity. 
· Prepared telecom expenses analysis and allocation report for each business unit/entity. 
· Reviewed in detail telecom invoices to support analysis and reports. 
· Prepared telecom expenses cross charges, intercompany invoices for entities and clients’ re-bills. 
· Processed telecom invoices. 
· Recorded journal entries of telecom payable, expenses, other accounting into the company's general ledger and subsidiary ledgers. 
· Prepared payment schedules and processed payments for telecom companies. 
· Reconciled telecom accounts receivable statements with company’s accounts payable subsidiary ledgers. 
· Communicated via phone and emails internally with various departments to inquire about new services, approvals and externally with telecom companies to resolve bill/payment discrepancies or completion of telecom payable cycle. 
· Completed ad hoc requests, analysis and reports for senior management. 
· Maintained the Fixed Assets Module and handled transactions throughout the asset management process, which included asset addition, maintenance, retirement, and depreciation. 
· Run monthly Fixed Assets Additions and Depreciation. 
· Performed other duties and coverage as assigned. 
PRIVATE LIMITED, KARACHI, PAKISTAN
August 2012 – March 2013
Job Title: Accounts Payable (Telco Analyst - Telecom Payable & Expenses, Fixed Assets)
Job Skills: Telecom Payable and Expenses, Accounts Payable, Reconciliations and Analysis & Reports.
Department: Finance –, USA
Key Responsibilities:
· Same as listed above excluding Fixed Assets (Accounts Payable, Telco Analyst –, USA). 
PRIVATE LIMITED, KARACHI, PAKISTAN
January 2008 – July 2012
Job Title: Accounts Payable (Payable Analyst)
Job Skills: Accounts Payable, Expenses, Invoices & Payments, Taxes and Statements & Reports.
Department: Finance –, USA
Key Achievements:
· Resolved the payment issue of $20,000 (pending office supplies order) and received appreciation. 
· Suggested and brought efficiency in assigned tasks, procedures and processes which saved time. 
Key Responsibilities: 
· Processed purchase order and non-purchase order invoices, reimbursement requests. 
· Processed credit memos, voided invoices, voided checks and re-bills. 
· Recorded expenses, accounts payable, prepaid and accrual journal entries. 
· Prepared payment schedules for vendors/supplies and processed payments. 
· Reconciled vendor/suppliers’ accounts receivable statements with company’s accounts payable subsidiary ledgers. 
· Communicated via phone and emails internally with business units and externally with vendors to resolve invoice/payment discrepancies or completion of accounts payable cycle. 
· Completed ad hoc requests, statements and reports for senior management. 
· Assisted in month end accounts payable close and reconciliation process. 
· Prepared US Sales & Use Tax and Canadian GST reporting and payable. 
· Reviewed in detail invoices and reimbursement requests with the provided supporting documents, policies and approvals from authorized persons. 
· Updated Cash Forecast Report (Outflow Tab) with weekly Accounts Payable position. 
MULTI- INTERNATIONAL COMPANY, KARACHI, PAKISTAN
July 2005 – August 2006
Job Title: Accounting Bookkeeper
Job Skills: Accounts Receivable, Accounts Payable, Payroll and Tax Returns.
Department: Finance
Key Responsibilities:
· Recorded various journal entries and reconciled accounts. 
· Worked on monthly payroll and employee reimbursements. 
· Worked on inventory of stocked merchandise. 
· Prepared invoices for clients, processed suppliers’ invoices and payments. 
· Prepared and filed income tax returns. 
EMPLOYMENT HISTORY (OPERATIONS)
PRIVATE LIMITED COMPANY, KARACHI, PAKISTAN September 2006 – December 2007
Job Titles: Team Lead, Customer Support Executive, Quality Controller – Data Entry
Job Skills: Customer Service, Phone & Email Communication, Training, Feedback and Supervision. Worked for Clients: Company, Pakistan, Data Entry
Key Achievements:
· Awarded appreciation for clearing back log of 200 emails with replies in given deadline. 
· Supervised inbound, outbound and email teams of 10 members. 
Key Responsibilities:
· Provided feedback and supervision to my team for quality, productivity and performance. 
· Provided product & service information for Telenor Pakistan’s prepaid & postpaid price plans, value added services, special offers and handled issues via phone and emails. 
· Provided feedback to my team and reviewed the entered data. 
	FIELD PRACTICUM
	
	

	Organization: Karachi Adventist Hospital
	Duration: 03/28/05 – 04/08/05

	Key Tasks/Areas: OPD billing, IPD billing, Payroll, Supplier invoices & payments.

	Organization: Adventist Dental Services, Peshawar
	Duration: 10/11/04 – 10/22/04

	Key Tasks/Areas: Patient billing and receipts.
	

	Organization: Qasid Publishing House, Lahore
	Duration: 03/29/04 – 04/08/04

	Key Tasks/Areas: Sales Centre Cashier and book inventory.

	Organization: Christian Hospital, Sahiwal
	Duration: 10/20/03 – 10/31/03

	Key Tasks/Areas: Vouchers, Patient Billing and Medical Records.

	QUALIFICATIONS
	
	

	Year Pass out
	Degree Obtained
	Institution/Board

	2012
	MBA in Finance, Banking
	Institute of Business & Technology, Karachi

	2005
	BBA in Accountancy
	Pakistan Adventist College

	2003
	HSC
	Board of Intermediate Education, Lahore

	2001
	SSC
	Board of Secondary Education, Lahore


TRAININGS & WORKSHOPS
· Participated in Leadership Skills workshop. 
· Participated in Team Leadership Challenge workshop. 
AWARDS & HONORS
· Awarded Services Recognition Award (By Employer: TRG Private Limited). 
· Graduated with Academic Distinction Awards (CGPA MBA: 3.64, BBA: 3.34). 
EXTRA CURRICULAR ACTIVITIES
· Stayed as the member of university’s Event Organizers Club during MBA studies. 
· Stayed as the president of college Business Club during BBA studies. 
