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E-mail: adnan.234427@2freemail.com 

D.O.B. January 1st, 1989. Nationality: Pakistani

Visa Status: Employment

CAREER OBJECTIVE:
Seeking a challenging position in any dynamic & reputed organization which offers good opportunity and challenging working environment and would help me in build-up my knowledge & experience.

WORK EXPERIENCE:

UNITED GULF CONTRACTING & GENERAL TRANSPORT L.L.C.
           

(Dubai – UAE)
Working as a Accountant since May 2012 to present 
Responsibilities:

· Managing General Accounting, banking relations, and financial data entry.
· Checking vouchers, monitoring invoices and payments.
· Reconciling the Suppliers Accounts.

· Reconciliation of Bank Statement.

· Competent in Preparing Cheques and Post Dated Cheques.

· Proficient in Reconciliation of the Statement of Accounts.
· Manage & plan financial activities of the company; meet deadlines & follow up on financial activities.

· Lead the day-to-day operations with regard to management accounting, financial accounting and treasury functions for the company and to establish the related controls & procedures.

· Ensure the adequate financial evaluation of all capital expenditure to make the decisions on sound information and analysis.

· Preparation of Monthly/Quarterly and Annual Financial reports to the Board Senior Management.

· Prepare profit & loss accounts, balance sheet & projected balance sheet for the upcoming years.

· Supervise effective petty cash management, preparation of employee’s monthly payroll; ensure timely deduction of staff loans & advances. 
· Supervise and control the Payroll in all respects including provision of staff benefits. 
· Liaise with banks & other financial institutions to arrange funds & ensure that every penny is spent wisely.

· Compliance with internal auditing as per accounting standard.
· Supervision, pre-audit assessment of accounts and verify the accuracy of accounting transactions, Liaison with external auditor’s in finalization of company accounts.
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· Ensure accuracy of information contained in the financial reports & their compliance with statutory requirements & general accounting standard.
· Responsible for issuance of invoices against purchase orders/ agreements/ contracts.

· Dealing with banks for arranging short / long term cost effective funds, credit facilities for pre approval stage to post approval stage of projects. 
· Monitor and analyze trends in the company spending & inventory control in order to make recommendations for the future, and to identify areas for possible savings.

· Preparation of Financial Statements 

· Dealing with Letter of Credit 
· Maintain proper accounting records and controls for the organization 

· Payroll, allowance, overtimes evaluation and disbursement  

· Inventory management and periodic review of assets 

M/S. PARTON CHEMICALS INDUSTRIAL ESTATE

       
           (Multan  - PAKISTAN)
Worked as a Assistant of Accounts Manager since March 2011 to December 2011
Responsibilities:

· Managing general accounting, internal and external report generation, forecasts, all tax deposits and filings, banking relations, and financial data entry.

· Preparation of financial statements and production costing on monthly, quarterly, annually basis.

· Internal reporting to top management.

· Checking vouchers, monitoring invoices and payments.
· Maintaining daily financial position report about bank balances, drawing power available and pledge/free stock available.

· Checking payroll.

· Implemented new ERP system, including conversion of last two years data for historical/reporting purposes.

M/S. SILK BANK LIMITIED





           (Lahore - PAKISTAN)
Worked as a Customer Relationship Officer since September 2010 to February 2011
Responsibilities:

· To multi-task and perform all sales & service related activities by managing existing and new customer relationships through product offering.

· To proactively sell products and services to prospects (Products are Personal& Small Business Loans, Credit Cards, Current & Savings Accounts, Investment Products, Fixed Deposits, and Car Finance).

· To deepen relationships through cross selling and needs based selling.

· To convert walk-in customers into sales.

· To deliver the unique experience to customers.

· Awareness and Compliance with all bank policies and procedures.

· Ensure customer privacy and confidentiality. 

· Assist in training of less experienced personnel and new recruits. 

· Periodic account review, maintenance and follow up.
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ACADEMIC QUALIFICATIONS:

· Master of Commerce






(2008-2010)

IUB Bahawalpur, Pakistan

· Bachelor of Commerce





(2008)

GCC, BZU, Multan, Pakistan

· HSSE








(2006)

BISE Dera Ghazi Khan, Pakistan

· SSC








(2004)

BISE Lahore, Pakistan

EXPERTISE:
· MS Windows XP, Vista

· MS Word, Excel, Access, Outlook, Power Point.

· Browsing, Surfing Internet.

· Focus

· FAB
· INFOS ERP.
· Peach Tree – MIS
PROFESSIONAL SKILLS

· Effective Planning of my work and time management 

· Ability to perform multiple tasks promptly, proactively and with responsibility

· Ability to work in team 

· Strong communication, interpersonal and leadership skills 

· Achievement & result oriented with an ability to manage change with ease 

· Have excellent problem solving, analytical and coordination skills. 

LANGUAGE:
· English, Punjabi, Urdu & Hindi, Arabic 

Reference: will be provided upon request. 
