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AVAILABLE IMMEDIATELY
OBJECTIVE:
Seeking a challenging position in Accounts & Finance in a competitive environment where I can utilize my professional skills and capabilities to excel the organization and myself future.

PERSONAL PROFILE:
· Have 19+ years of experience in Accounts and Finance AND in Consumer Banking as Collection Supervisor.

· Hold a Master Degree in Finance (MBA).

· Can efficiently work in Computerized Accounting environment such as Peachtree, Tally etc and MS Office applications.

· Proficient in accounting and finance functions.

· Possess strong analytical and problem solving skills, with an ability to make throughout decisions.

· Efficient in completing projects/ multi tasking.

· Have the ability to quickly identify problems as well as provide appropriate solutions.

· Energetic & self-motivated with high degree of cultural sensitivity.

· Can work under pressure & meet deadlines.

· Taking challenges with leaving no stone unturned.

· Able to put out results without supervision.

· Known languages are English and Urdu.

EMPLOYMENT   HISTORY    
· Cosmos Piling LLC.(UAE)
As Accountant General since 10-April 2014

· Umar Farooq & Co. 

As Accounts Manager 01-01-2014 to 30-03-2014.

· MCB BANK LTD. 

As Collection Supervisor from Aug 2005 to Dec 2013.
· PAK TELECOM. 
         
As Accounts Clerk from Sep 2001 to Feb 2005.
· Ali Stainless Steel Ind.      
As Accountant from July 1999 to June 2000.
· Calyx Computer College.

As Accountant from Oct 1993 to July 1999.
JOBS’ PROFILE IN ACCOUNTS :

· Remain a main point of contact for financial related issues.

· Supervise & coordinate the Accounts division; 
· To look after and manage Accounts of the Organizations independently. 

· Ensure accuracy of information contained in financial reports & their compliance.

· Manage the day to day financial transactions of the company.

· Maintain book of accounts in a computerized environment and also manually.

· Supervise the whole range of Accounts Payable & Receivable.

· Prepare day to day bank transactions & day to day cash transactions reports.

· Responsible for daily funds position, receivables position & reporting to Finance Manager

· Control petty cash; prepare render accounts of individuals & departments.

· Manage the Invoice generation Operation & Credit Control.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis.

· Ensure General Ledger entries are accurate and are in line with Company Procedures.

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained
· Ensure continuous development & improvement of the procedures within the finance department.

· Conducting physical stock taking & reconciliation.

· Record sales transaction in the system on a daily basis

· Monitoring and solving of all dispute cases relative to sales

· Providing the customer with support, when requested, in Finance related queries.

·     Collecting and arranging all types of vouchers related cash, Bank, Sales & Purchase etc.

·     Posting daily transactions manually and to computerized Accounting Software such known as       Quickbook, Peachtree, and Tally.

·    Preparation of Income Statements/Profit & Loss account etc.

·    Protects organization’s value by keeping information confidentially.

·    Monitor customer accounts for non payment and delayed payments.

·    Planning and Organizing.

·    Attention to detail, Team work, Communication Skills.

JOBS’ PROFILE AS COLLECTION SUPERVISOR:

· Contact debtors by phones, correspondence and personal assessment.
· Explain legal requirements.

· Obtain payments, Establish and renegotiate payment schedule.

· Obtain funds through responsible relatives or other means.

· Consult standard source to locate debtor or property.
· Maintain records including contacts, correspondence, payments, documents and legal actions.
· Forward files and recommendations to manager for review and to get approval of necessary actions.

· Perform field works as directed to obtain payments.

· Recommend seizure or repossession of property/ asset to collect account.

· Ability to work as Manager in the absence of collection manager.

· Cash handling and MIS.

EDUCATIONAL BACKGROUND.

MBA (Master in Business Administration)    
Specialization: Finance
Allama Iqbal Open University Islamabad Pakistan .

TECHNICAL SKILLS.

Microsoft Office 
ERP ,Business Accounting softwares such as Quickbooks, Peachtree, and Tally.
