CV No: 1340862
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

CAREER OBJECTIVES:
To lead a professionally competent team of a large organization, utilizing my knowledge and experience in the best possible way to achieve the overall goal of the organization.


 
PERSONAL INFORMATION:

Date of Birth

:

11-03-1980

Nationality

:

Pakistani
Status


:

Visit Visa
Marital status

:

Married


ACADEMICS:

DEGREE



INSTITUTION

· Master in Commerce


University of Isb. 

2011



· Bachelor of Commerce

Karachi University

2000 

· Intermediate (Commerce)

Karachi Board


1996



· Matric (Science)


Karachi Board


1994
· Language



English & Urdu


KEY SKILLS:
· MS-Office
· One year Diploma in DIT (Computer Science )
· Got Certificate to attend workshop for “Effective Leadership through character”
· Got Certificate to attend workshop for Web Designing arranged by ICMAP
· Certificate of achievement two months in training Advance Excel 2010
· Worked in ERP Software

· Worked in EAP Software

· Working with AXON Software
· Ability to handle multiple tasks
· Ability to learnt thing fast and execute correctly

· Excellent monitoring and follow up skills

· Ability to work in pressure
· Ability to deliver targets before given scheduled and always meet deadlines
EXPERIENCES:
Working as a Manager Billing Finance with)          

                    January 2008 – to till date                      

                   And performing the following


· Supervise all Billing Process as per designed SOP by client and Company.

· Supervise printout of RO, tracking, MSA, checking rate of RO and FOC spots as per deals
· Supervise opening of new Supplier’s Account in Unilever system.

· Supervise all electronics invoices should be entered in invoice processing sheet for record which would have been verified and ready for sending to Unilever.

· Responsible for resolution of all disputed invoices of every channel. The process includes addressing the dispute to the channel / buying and having highly follow-up till resolution.

· Responsible to check all invoices in details as all documents should be attached with invoice like, tracking, MSA, Debit note, Credit Note, Deals latter if any.

· Responsible to check that Cheques should be knocked off in Invoice processing.

· Responsible to provide the different systems reports as per requirements of Management and Client.

· Responsible for reconciled BD with Channels.

· Responsible for given logical reasons of any Audit Query if in comes during Unilever Media Audit.

· Responsible for given logical reasons of any Audit Query if in comes during Internal Media Audit.

· Responsible to resolve any highlighted queries regarding ARIBA.

· Coordinate with Research department in case of internal tracking issues.
· Correspondence with client Unilever to resolved highlighted queries by Unilever.

· Correspondence with Channel and Client and attend meeting if necessary.
· Working on Outstanding statements of channels.
· Maintain the list of disputed invoices and keeping update on regular basis.

· Before sending the invoices to client cross check it with our Mindshare invoices 

· Check payment status with Client payment should be made on time  
· Working on Vender reconciliation of statement of Channel
· Coordinate with client on their Closing and providing the reports to Unilever on their monthly closing. Regarding DOs(demand order)
· Working on None ROs on Quarterly basis.
· Assist HOD on different Queries 

Worked as an Accounts Officer with  Fms (PVT) Ltd. FM-100  
                    November 2006 – December 2007                      

                   And performed the following


· Payroll & Salaries Sheet Preparation

· Reconciliation Daily Banks Position 

· Reconciliation of Monthly  Bank Statement

· Daily transaction Posted in Computer

· Working with EAP Software


Worked as an Accounts Assistant with Olympia Spinning Mills                                                                                                                                                                                                    
                       December  2005  to  April - 2006                               

                         And performed the following


· Data Entry of Vouchers

· Book keeping of Petty Cash, Cash & Banks Book
· Reconciliation Monthly Banks Statement

· Maintain of Ledgers 

· Daily Transaction posted in Computer

· Working with ERP Software

             
   Worked as an  Accounts Officer with  Junaid Handicrafts                                                                         
                    January 2000 to November 2005 
                          And performed the following

 

· Preparation of Voucher and posting in Respective Ledger    

· Book keeping of Petty Cash, Cash & Banks Book

· Preparation of Sales Tax Invoice & Tax Challan 

· Preparation of Salaries Sheet
· Daily Transaction posted in Computer


INTERESTS & HOBBIES:
· Reading Books, Drawing, Puzzle, Browsing, Playing cricket, chase,  Photography.    

