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MUMTAZ 
Mobile: Whatsapp +971504753686 / +919979971283
Email Address     :
mumtaz.25334@2freemail.com 
Address
 :
Abu Dhabi, UAE
Nationality       :             Pakistani
	Career Objective


	Seeking a position where my Experience and Education could be fully utilized for my Career growth and for the growth of the Organization, I’m lively focused, confident and dedicated with excellent interpersonal and communication skills. I have a broad outlook and can interact with people of various Nationalities. A fast learner and I'm keen to progress and desirous of developing a career in the field of accounts and operations. I strongly believe that I can contribute positively by joining your dedicated team.

	


	Professional Experiences


	Organization:
	FOODCO HOLDING P.J.S.C (Abu Dhabi National Foodstuff Co. LLC)
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	Designation:
	 Accountant (From October 2012 to till Date)
	

	Reporting to:
	Finance Manager
	

	
	
	


Responsibilities:
· Receipt, payment and Selling Invoice vouchers posting to GL and Sub ledger (Accounts Receivable & Accounts Payable) by using Micro Soft Dynamics GP ERP Software following on United States Generally Accepted Accounting Principles (US GAAP).

· Recording of accrual basis method pertaining to expired expenses under Matching Principles.

· Recording of accrual basis method pertaining to unexpired revenue under Revenue Recognition Principles.

· Well cautious about of cost Principles and Conservatism.

· Checking and verifying supplier invoice with LPO and SRV and maintain file keeping, after the due date passing the voucher for payment to account payable section. 

· Posting the accounts receivable after the receipt of cash vouchers from different branches from all over UAE against particular invoices

· Checking Daily collection report against sales invoice and provide approval 

· Reconciling books and accounts with vendors and customers

· Preparing Bank reconciliation statement on monthly basis

· Payroll data entry work, entering salary deduction (Loans and salary Advance) and passing adjustment journal entry against provision in case of late arrival or early arrival of employees after vocation

· Allocation of monthly expenses against accrued expense and passing adjustment JV at the time of month closing 

· Verifying and checking of staff leave settlement, gratuity & EOSB and passing to final management for approvals 

· Preparing monthly local Staff PF contribution and passing the statement to management for approvals

· Checking the staff petty cash vouchers against monthly sanctioned amount, if exceed the voucher amount debit the same to staff personal account.

· Checking and verifying the promotional expenses (Like discount on sales, rebates and listing fees etc.,)  of dealers against contract and issue credit note if required 

· Preparing the adjustment journal entries against pre-paid expenses and passing the journal to management for final approval and allocation, after management approval segregating the expenses of concerned GL head. 

· Checking the sales report of company outlets and Dept. Store and passing JV for settling books and accounts on monthly basis

· Bank Co-ordination with bank’s Trade Finance Dept. and Corporate Banking Group (LC/DBC Documents and Applications, TT Payments, Letter of Guarantees, all Bank related correspondence)

· Monitor and arrange the payments for all foreign Suppliers with relevant supporting documents. 

· Support External Auditors for Interim Audit and Final Audit.

· Verification of Local Purchase Orders in view of Finance dept.

· Control Accounts Payables (Invoices/Payments/Supplier Reconciliations)

· Reconciliation of LC’s, Accounts Payables, Bills Payable & Goods Under process 

· Record Company Fixed Assets (Additions & Retirements) in monthly basis to the GP system.

· Reconciliation of Intercompany Accounts 

· E Mail Correspondence with related departments.
· Directly reporting to Finance Manager, for any kind of advices and instructions.
	Organization:
	DILROZE KHAN & CO (Chartered Accountants)

Peshawar, Pakistan.
	

	Designation:
	Auditor   (From March 2009 to April 2011)
	

	Reporting to:
	Audit Manager
	


Responsibilities:

· Audit of different companies
· Preparation of books of Accounts (Bookkeeping)
· Preparation of Financial Statements
Tasks Performed:

· Audit of GASMAN (pvt) Ltd Islamabad
· Audit of Heal Pharmaceutical (pvt) Ltd Peshawar
· Audit and bookkeeping for united ghee (pvt).
· Audit of Prime Star (pvt) Ltd Peshawar
· Audit of AGE Cables (pvt) Ltd Peshawar.
	Professional and Academic Qualification


	Qualification
	Institution
	Major Subjects
	Year


	BBA (Hons)-16 years
	IBMS NWFP Agriculture University Peshawar, Pakistan.
	Finance
	2009

	     FSc (Faculty of Science)
	Qurtuba College Peshawar, Pakistan.
	Science
	2004

	      MATIRCULATION
	Khyber Grammar School Peshawar, Pakistan.
	Science
	2002


	IT Skills


	Skills and Abilities
	Version
	Proficiency Level
	Last Used 


	Microsoft Dynamics GP

    MS-Office 
	9
2007 & 2010
	Good

Good
	Using
Using

	   Accounting Packages
	Peach Tree, Tally, Quick Books.
	Good
	2010


	Key Skills


Driving License:

· Hold UAE Valid Light Vehicle Driving License.
Languages:

· English, Hindi/Urdu, Arabic (Basic).

	Personal Profile


Personal Profile

Date of Birth


:
05/04/1986


Nationality


:
Pakistan


Religion



:
Islam



Visa Status


:
On Employment Visa (Transferrable)

Declaration: I hereby declare that the above-mentioned details furnished by me are true and correct to the best of my knowledge and belief and can be substantiated with relevant documents on demand.

Mumtaz 
