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More than 7 years of experience in Accounts in United Arab Emirates, Pakistan and United Kingdom.
CAREER ACHIEVEMENTS
· M.Com Finance.
· ACCA Skill level.
· BSc (Hons) in Applied Accounting (Oxford Brooks UK).
· Bachelor Degree in Business Administration.
· NEBOSH IGC UK.
· IOSH Working Safely UK.


PROFESSIONAL EXPERIENCE
UNITED ARAB EMIRATES

COMPANY

: 
REPUTD FIRM 
ADDRESS

:
ABU DHABI UAE
POSITION

:
ACCOUNTANT
DATE JOINED

:
DECEMBER 2012 – CONTINUE
RESPONSIBILITIES:

· Preparation and Finalization of Accounts: Balance Sheet, Income Statement, Statement of changes in Equity and Cash flow statement according to International Financial Reporting Standards (IFRS). 
· Non-current Assets Management: True and Fair presentation of non-current assets with proper evidence (Invoices) indicating the class of non-current assets, depreciation charge according to IFRS rules, and impact of addition and disposal of assets properly taken into related accounts.

· Sales revenue: All transactions of sales (credit and cash) are completely taken into the revenue account, impact of sales return and discount properly recorded. Take necessary steps to make sure revenue is not over or under stated, and maintain cut off every month.

· Accounts Receivables: Maintain records of all credit sales customers, proper recording of transaction into relevant accounts and impact of offered discount properly taken if any and also checked the credit history of credit customers and their credit limit and took necessary steps to preset information truly and fairly in the final accounts.
· Accounts Payable: Maintain record of all vendors, all transactions are properly taken into related accounts, cut off applied at every month. Payments are made according to approved price list. All payment made to outstanding accounts through efficient payment (payment through bank) procedure. Monitor payment procedure and reconcile every account on monthly basis. Issued monthly summary of individual accounts to the vendors.
· Calculation of monthly Payroll of all staff according to their contracts and preparation of reconciliation statement (Analyze current and previous amount of payment, explanation for any unusual changes in amount) of payroll. Days off and overtime properly taken into account. 
· Cash Management: develop a system to make payment through bank, use of cash as minimum as possible. Establish a minimum lower limit, must require an approval on above that limit. Accountability of cash on monthly or on surprise visits. Every cash transaction must have a valid supporting document. 

· Bank Reconciliation: Explanation of all revenue transactions and accurate amount is taken into account and also providing explanation of all payments into concerning account, cash book and bank statement must have the same balance, and bank charges are accurately charged. Disbursement of petty cash, preparation of petty cash vouchers and maintained the impact of minimum expenditure limit and maintain and update petty cash impress account on monthly basis. 

· Budget forecast of Revenue, Expenditure and Cash: any increase or decrease in revenue, expenditure and cash due to certain or uncertain market conditions and company internal issue, incremental budget techniques adopted to settle the impact of inflation.

· Analysis of Financial and non-Financial data and assist management for future planning and implementation with proper record.
· Done risk assessment of material misstatement in all transactions and took necessary measures to eliminate or reduce the risk of misstatement into accounts to acceptable level.
· Excellent planning skills to make internal control system efficient.

· Implement and follow the international and local authority requirements.
COMPANY PROFILE

Abu Dhabi National oil Company operates in all areas of oil and gas industry. It integrated oil and gas industry in the fields of exploration and production, support services, oil refining and gas processing, chemicals and petrochemicals, maritime transportation and refined products and distribution. ADNOC has 15 subsidiary companies.



AZAD KASHMIR

COMPANY

: 
KASHMIR EDUCATION FOUNDATION 
ADDRESS

:
AZAD KASHMIR, PAKISTAN
POSITION

:
ADMIN AND ACCOUNTS OFFICER
DATE JOINED

:
MARCH 2010 – DECEMBER 2012
RESPONSIBILITIES:

· Prepared and issued monthly fee Invoices to the students.

· Submit monthly fee collection report to Head Office. 

· Made Payment to service providers and contractors.

· Prepare Monthly Bank reconciliation statement.
· Preparation and submission of monthly staff salary report to head office.

· Preparation of annual budget forecast of Income and Expenditure and forwarded to Manager Finance.

· Disbursement of petty cash, preparation of petty cash vouchers.

· Maintain and update cash impress account on monthly basis.
· Make arrangement for conducting quarterly Audit and provide them all necessary information. 
· Stock taking of fixed assets semi-annually and report to Head Office.
· Participate in Finalization of ACCOUNTS in head office.
· Conducted repair and maintenance activities of assets and Utilities.
· Procurement/ Purchase according to company policy.
· Student registration process and issued unique registration number to each student.

· Maintain Students record files according to their classes and sections.

· Assist the Principal in efficient administration of the School and effective management.

· Attend incoming parents and visitors and sort out their issues.

· Ensure services on Transport and POL.

· Make arrangement for security to Property, People and information.
· Prepare and Implement emergency plan for emergency situation.
COMPANY PROFILE

This foundation based in Pakistan. It is a charitable and wholly Non-commercial NGO. This provides quality education to youth. It has three branches: Basali Public School, Pearl Valley Public School and Banjosa Valley Public School.



COMPANY

: 
MARSLAND SERVICE STATION
POSITION

:
SITE MANAGER
DATE JOINED

:
OCTOBER 2007 – DECEMBER 2009 
RESPONSIBILITIES:

· Check the daily shifts and their concerning cash.
· Perform daily banking activities.
· Bank reconciliation of business account.

· Prepare weekly stock order for Fuel and Confectionary items for the site.

· Receive and check the delivery according to the delivery note.

· Update computerized inventory stock data according to delivery note.

· Maintain the stock room according to their sections.

· Weekly stocks take of the inventory.

· Take necessary action to improve internal control system.
· Prepare weekly and monthly wages and salaries of the employees.

· Disburse of salary to all employees.
· Tax calculation.

· Fire safety instructions for the site.

· Perform Sales activities in busy hours.

· Make arrangement for Safety employees training.  
· Manage weekly shift schedule and sales staff trainings of the employees.

· Maintain customer service standard and new company promotions (Shell) on the site.

COMPANY PROFIL

Marsland Service Station does business in petrochemical products and confectionary items. This organization serves to the customers 24/7. Follow international financial standards (IFRs) in accounts department and international safety standards in safety department.  


EXECUTIVE SUMMARY

I have professional experience in three countries: United Arab Emirates, Pakistan (Azad Kashmir) and United Kingdom. I have professional experience of more than seven years in performing the job activities in accounts department in preparing, reviewing and finalization of Financial Reports. I performed duties in the recording of sales revenue, receivable and payments, and take necessary actions to fair and true presentation of data. I also performed services in preparing payroll of the employees, cash management and bank reconciliation of the company’s bank accounts. I also prepared annual budget and cash flow forecast.  I have been performed activities in SAP and Microsoft Excel and Access.


EDUCATIONAL ATTAINMENT
ACCA (Skill Level)

ACCA |England

M.COM (Finance)
AZAD KASHMIR UNIVERSITY |PAKISTAN
GRADUATED | AUGUST 2004
BSc (HONS) IN APPLIED ACCOUNTING
OXFORD BROOKS |UK
GRADUATED | DECEMBER 2014
BACHELOR DEGREE IN ADMINISTRATION (BBA)
AZAD KASHMIR UNIVERSITY |PAKISTAN
GRADUATED | AUGUST 2001
NEBOSH IGC UK and IOSH Working Safely UK

Aspire Middle East Abu Dhabi

Certificate | September 2013


I.T SKILLS / SOFTWARE
SAP, ERP, and Peach Tree.
Microsoft Word, Microsoft Excel, Microsoft Power Point and Microsoft Access.


PERSONAL DOSSIER
Date of Birth

:
06 OCTOBER 1979
Religion


:
ISLAM 

Driving License
:
UAE/UK


