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General Accountant
M.B.A 

(Finance & Accounting)

Visa Status        :  Visit Visa

Visa Expiry       :  03-06-2016

(Joining date Immediately)
 Skills & Abilities:
· QuickBooks, Peachtree
· MS Office(Word, Excel, Access, power point, Outlook)

· MS Windows operating System 
· Interpersonal & Conceptual skills

· Leadership and motivation skills

· Management skills
· Effective Communication
· Ability to face the challenges

· Ability to learn new things quickly

· Highly flexible, Adaptable performer, Hardworking, Punctual & Responsible

· Good spirit for teamwork
· Driving for Efficient  Results


	   Objective
· To use my skills and potential to assist a well reputed organization in achieving its goals by being a part of its management and give my energies to make it better

   Professional Qualifications

· Masters in Business Administration (M.B.A) with specialization in finance & Accounting with CGPA 3.44 out of 4 from University of Gujrat, Pakistan 2007-2009
1. Professional Experience (5  Years - Dubai, UAE)
· 5 Years work experience in Dubai, UAE as a “General Accountant” from 16th  Aug, 2010 to 21st  Sep, 2015
         Job Description
· Preparing Vouchers(Journal, Petty Cash & Payments), coding and enter into QuickBooks PRO 2014 Accounting Software
· Keeping up to date records for expense
· Preparing Daily Receiving & Payment Statements & Handling Petty cash
· Maintain for Cash/Bank balance & dealings with banks
· Preparing Monthly Bank Reconciliations Statements 
· Receiving Payments by cheque & Monitoring of Post Dated Cheque (P.D.C) as well as Current Dated Cheque
· Calculation for Salaries, Overtime, Leave Salary, Gratuity for employees according to UAE law and company internal policies & procedures

· Calculations for Provisions (Leave Salary, Indemnity & Travelling)

· Salaries transferred according to Wages Protection System (WPS)

· Interact with internal and external auditors in completing the annual audits for accounts
· Fixed assets schedule reports as per straight line depreciation method

· Maintaining the ledger balance of all accounting heads

· Preparation of Monthly Trial balance (unadjusted/adjusted)
· Review for Prepaid Expenses & Accrual Base Expenses.

· Resolve accounting difference when preparing financial statements 

· Preparation of  Financial statements(Balance Sheet Statements, Income Statements, Cash Flow Statement, Owners Equity Statements)

· Analysis of financial statements

· Prepare Sub Contractor Payment Certificates & arrange payments

· Prepare and review budget, revenue, expense, payroll entries, invoices, and other accounting documents

· Implementing of Generally Accepted Accounting Principles (GAAP) 

· Analyze and review budgets and expenditures for running projects
· Prepared Progress payments Invoices
· Review of customers Account Receivables & general ledger balances, and follow up the recoveries of progress payments

· Review of vendors Accounts Payables & general ledger balances, and make the payments of creditors
· Preparation for Debit Note & Credit Note

· Prepared & Review the Advances/prepayments for subcontractors & employees
· Processing Payments through Cash, Cheque, Manager’s Cheque, Demand Draft, or Tele Transfer to vendors

· Review of vendors invoices with quotations or purchase order, and check quantities with delivery notes and process payments either CDC or PDC as agreed in quotation

· Review Monthly store and prepared stock reports 

· Opening & Following Letter of Credit (LC) and continuous interacting with bank

	Personal Information:

Date of Birth    : 30-01-1985
Gender              : Male

Nationality        : Pakistani

Religion            : Islam

Languages       : Urdu & 

                          English                                                               
Driving License: Dubai, UAE.
      (Issue Date: -  25-04-2012)
References:
Available on Request


	2. Internship

· Two months as interne in General Fan Company (G.F.C) G. T. Road Gujrat, Pakistan in accounts department from 29th, July 2008 to 29th, Sep 2008
       Job Description
· Prepared Vouchers, coding and enter into G.F.C’s Power Accounting Software

· Prepared Bank Reconciliations Statements

· Prepared Monthly Stock Statements
· Prepare a statement of daily receiving & payments 
· Calculation for Salaries, Overtime, Leave Salary, Gratuity for employees
· Prepare and review budget, revenue, expense, payroll entries, invoices, and other accounting documents

· Monthly Trial balance preparation
· Adjusting Entries

· Analysis for Prepaid Exp. & Accrual Expense

· Resolve accounting difference when preparing financial statements 

· Preparation of  Financial statements(Balance Sheet Statements, Income Statements, Cash Flow Statement, Owners Equity Statements)
· Prepared cost accounting reports for the monthly production for capacitors 
· Analyze and review budgets and expenditures

· Implement Knowledge of finance, accounting, budgeting, and cost control principles including Generally Accepted Accounting Principles 

· Implement Inventory controlling concept on stocks (LIFO, FIFO, Average)
· Sales Invoices, Sales Tax Invoices

· Report to Federal Board of Revenue (FBR)
· Fixed assets schedule reports
· Analysis for Receivables & Payables

· Advances and prepayments

· Analysis for Cash/Bank balance 

· Processing Payments through Cash, Cheque, remittance, online, Demand Draft, or Tele Transfer to suppliers

· Do other duties as assigned
       Development Activities

· Actively participated in ‘’The Real World Skill Development Program” (TRWSDP) held at University of Gujrat (UOG)  arranged by “The Excellence Edge” in collaboration with Modern language and Learning Centre University of Gujrat, Pakistan  on 21st of April 2008

· Participated in “Applied Business Research Conference (ABRC-2009)” that was held at Faisal Mosque Campus, International Islamic University, Islamabad, Pakistan
· Participated in a training program on “Income Tax & Sales Tax Compliance” that was organized by “Small & Medium Enterprise Development Authority (SMEDA)”
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