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	Sarmad 
Sarmad.268255@2freemail.com 

	Dubai, UAE 
 


	Career Summery



Over 6 years  professional experience in the field of Accounts and Finance of Manufacturing and service industry.
In Adeem General Trading LLC as a Accounts Manager I am responsible for general ledger management, account reconciliation, cash receipts processing, depreciation and accruals, investment accounting, restricted asset releases, a/r collections, and preliminary monthly accounting cycle closing.
Worked in Sonya Southern Travels (Pvt) Limited as a Finance supervisor I am responsible for day to day cash handling matter including recovery from clients and payments to the suppliers. Started working with Sonya Southern Travels (Pvt) Ltd. as Accounts Officer and was promoted as Supervisor of Finance and accounts. Here at my position I am responsible to report directly to Manager Accounts and Audit department in the Head Office. 
My career with Master Group of Industries span over a period of 2 years As Finance Officer I was responsible for handling the matters relating to Bank and other Financial Institutes including but not limited to Insurance Companies and Clearing Agents. 

	Professional Experience
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Adeem General Trading LLC  (Dubai)                  
         




Adeem company is specialized in KNX and multimedia solutions, renewable energy, power saving technology and innovative LED fitting.
Our partner: Schneider Electric (Dubai) , thenben (Germany), Creston (USA), Zennio (Spain)
Accounts Manager: 






           [Mar 2016 to Present]                
· Preparing monthly balance sheet, income statement and changes in financial position/budget variance analysis.

· Ensuring all transactions are recorded in time and with proper supporting, verification and also valid approvals only.

· Prepare Profit Center Wise Cost & Income Reports and monthly analysis.

· Responsible for preparing/verifying all types of vouchers i.e. Cash-Bank Receipts & Payment, Booking Liability, Invoicing, Contra and Journal Vouchers.

· Responsible for maintaining & controlling the petty cash of the company.

· Prepare daily/periodical MIS reports for management.

· Prepare Monthly Reconciliation Statements – for Bank as well as Vendor/Customer if required.

· Prepare LPO for the goods and initiate the payment proceedings including for advance payments.

· Verification of all banks deposits and posting of collections in collection software.

· Daily/Periodical updating aging of the accounts Receivables / Payables and also monitoring the cycle.

· Update records for Fixed Assets and all other financial documents as necessary.

· Prepare depreciation schedule of fixed assets.

· Managed accounts receivable processes including payments, review, analysis and follow-up.

· Assist during company audits and for all compliances.

· Inventory Management and control process.
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Sonya Southern Travel Network

                                          
GSA-Saudi Arabia Airlines / PSA Air Arabia /IATA / Hajj Umrah Service Providers / Dubai Visa Drop Box /MH Visa Drop Box
Pakistans Leading ISO 9001 Certified Travel Trade Company.              [Mar 2013 to Feb 2016]
Finance & Accounts Supervisor: 

Responsibilities: 
· Monitoring the recovery from Client and ensure to achieve the targeted recovery to minimize the risk of Bad Debts.
· Client aging and Following up clients on its results, and submitting recovery analysis report to Head Office.
· Reconciling the record with Clients and resolving discrepancies.
· Preparing and circulating the legal reminder after the grace period (i.e. One Month). 
· Prepare Cash and Bank deposit report on daily basis.
· Summarize and report to Head Office regarding daily cash receipts, cash in transit and Cash   closing report.
· Prepare Attendance report, Monthly payroll, Petty cash control and Calculation of Bonus of staff.
· Prepare agreement on behalf of company for customer ticketing credit approval, Tour agreements and Umrah agreements.
· Prepare Daily performance report to analyse the daily performance of staff, and determine the earnings on its basis.

· Train and supervise the Accounting staff including Cashier, Data Entry Operator’s and Account Officer.
· Facilitate the internal and external auditors for finalization of financial reports.

· Any Other assignment assigned by manager Accounts and Audit from head Office.
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Master Group of Industries (Tiles, Sanitary fitting, Poly Plastic, Beverage) 
Finance Officer:




           

         [Apr 2011 to Feb 2013]
Responsibilities

· Reconciliation
· Bank Reconciliation 

· Inter Company Reconciliation.

· Cash Reconciliation

· Import

· Letter of Credit

· Import through Samples

· Journal Entries regarding Insurance of Import & Export

· Bank Facilities 

· Calculations of Mark up on RF/DF/CF
· Reconciles the differences of  Mark up 

· Journal Entries of Mark up and Instalment amount Quarterly
· Leasing

· Calculation of Monthly Rental Amount of Vehicles
· Reconciles of Payment Schedule Quarterly 
· [image: image5.png]


Journal Entries of Principal and Mark up payment of  monthly 
JOJO Gujranwala Food Industries Limited                                              
Working as Trainee my responsibilities were:



         [Sep 2010 to Oct 2010]
•
Recording Purchase Invoices. 

•
Recording of GRN’s

•
Filing of Vouchers & Documents

•
Various assignments as assigned by Manager Accounts
	Education


Master in Business Administration (MBA)




[2012 2016]
Allama Iqbal Open University (Commonwealth of Learning).

Bachelor of Commerce (B.Com – IT)




[2008 2010]
University of the Punjab
	Project (2015)


“Factor Affecting On Consumer Buying Behaviour”             (Studied during MBA final Project)

(A Study of Fast Moving Consumer Goods)
	tools


Tally ERP 9, Quick Books
Catalyst , Edge , Web Portal 
Microsoft Office 2013 (Word, Excel), Outlook and 

	Language Ability


	· English                 (Fluent) 
· Urdu                    (Native)


	Key skills :


Service oriental, self-motivated,          Team player                        Creative skill
Cooperative behaviour                        Bear High pressure

  Presentable personality 
	Personal Information


Visa Status 
  −
Employment 
Nationality
  −
Pakistani


Date of birth    −
August 20, 1990
     Marital status   −
Single
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