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Assistant Manager- Accounts & Imports.

Objective
Seeking to obtain a responsible position where my skills, knowledge and experience will contribute towards the improvement of the company.
Professional Synopsis
Over 03 years of experience in the areas of Public Relations, Accounts & Finance and Import department in one of the highly reputable Textile company. A thorough professional with a proactive attitude, capable of thinking in and out of the box.

	Education


	· 2013
	The Association of Chartered Certified Accountants (ACCA)

Abeel School of Accountancy and Colg. of Management Sciences
	Affiliate

	· 2010
	Bachelor of Commerce (B.Com)
University of Karachi
	Graduate

	· 2009
	Certified Accounting Technician (CAT)

Colg. of Accounting and Management Sciences
	Affiliate

	·     2004
	HSC(Karachi Board of Intermediate Education)
Govt. Degree College Gulshan
	‘A’ grade

	· 2002
	SSC(Karachi board of secondary education)

Happy Home School
	‘A’ grade


Professional Experience
1. Previous Employer 
:
Limited, Karachi-PAKISTAN.
Position Held

:
Assistant Manager (Imports & Accounts)
Period


:
December, 2011 to January, 2015
Major tasks included:

· Receivables section;
· Sales reconciliations

· Tracking bills purchases against export invoices

· Booking FDBPS/FDBCs and matching against sales

· Exchange gain/loss workings upon receipts realization

· Custom rebate income

· Tracking receivables aging

· Mark-up calculation.

· Payables section;
· Recording and applying import invoices

· Making payments i.e. local and through LC

· Tracking payables aging

· General ledger monthly reconciliations for;  export sales, accounts receivable, FDBPs, custom rebate income, exchange gain and loss, banks charges, inter unit payables/receivables.

· Other monthly responsibilities;
· Bank reconciliations.

· Stock Audit on monthly basis. 

· To prepare Statement of Financial Position for Import department.

· Producing regular reports and statistics on a daily, weekly and monthly Basis.

· To post all the advices in proper account.

· To prepare Monthly Review Reports of Dyes, Chemicals, Rotary screens etc.

· To establish L/C (Letter of Credit), Contracts and Advance Payments.

· To maintain the Bank book.

· To post all the Bank advices in the Costing book.

· Prepare the Costing of all the imported items.

· To prepare the Bifurcated Statement of Govt. Dues paid.

*carrying out the tasks on the implemented ERP- Oracle
2.  Previous Employer
: 
Foundation Securities

Position Held

:
Internship as Business Analyst
Period


:
October, 2011 to December, 2011
Major tasks included:
· Buy-side Consultants’ team member for a $153 million M&A transaction between Lucky Cement (Acquirer) and ICI Pakistan Ltd (Target Company). Made a detailed plan for managing tender offer in compliance with Security and Exchange Commission of Pakistan’s Listed Companies Ordinance 2002 (Substantial Acquisition of Voting Shares and Take-over). 

· Prepared spreadsheets, charts and graphs to help illustrate financial trends. Performed revenue and expenses forecasts in order to make financial decisions.

· Analyzed company's financing needs and worked with management to raise capital. 

· Managed public offer acceptances from investors and updated share registrar and Central Depository Centre on a regular basis. 

· Worked on industry analysis report of Foods and Beverages sector in Pakistan.

Technical Skills

· O/S


: Windows 97, 2000, 2003, XP, Vista and Windows 7.

· PACKAGE

: ERP Oracle, Express Financial, MS-Office

Key Skills
· Exceptional management and organizational skills.
· Proficient in all major components of MS Office (Excel, Word, PowerPoint)

· Strong work ethics, dedication, punctuality and work well with others
· Time Management skills.
· Ability to work in stress environment
· Capability to create professional and safe work environment. 

· Decision making

Personal Details
Date of Birth

:    17 July, 1986
Nationality

:    Pakistani
Religion

:    Islam
Visa Status

:    Visit visa 
Marital Status

:    Married
Languages Known    
:    English and Urdu.







