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OBJECTIVE
A highly proactive professional with 10+ years of experience in Tally, Quickbook, Sage 50, Accpac SAP accounting software and finance reporting, economics planning, and budget analysis. Looking for a challenging position where I can fully utilize my skills in the most effective and efficient manner, offering good prospects of career development and personal growth. With my expertise and skills, I’ll prove myself to be the right choice for your employment.
ACADEMIC QUALIFICATIONS
	2013
2011        

2010
	Level 6 Diploma in Business
Management(UK)

Diploma in Chartered Certified 

Accountant(ACCA)

Master in Business Administration (MBA): 

	Two years Level 6 Diploma in Business Management from ST. AGNES COLLEGE, Gants Hill, London, UK
ACCA Skill Module, Continue E-Learning Classes from London School of Business and Finance(LSBF), Holborn Chancery Lane, London, UK
Two and half years program with specialization in International Business and Finance with dissertation in ‘Role of Non-Governmental organizations in Pakistan’ and final research based exams from Hailey College of Banking and Finance, University of the Punjab, Lahore.

	2006
	Bachelors in Commerce

(B.COM-IT):
	Two years program with specialization in Commerce and Information Technology from The Punjab University, Lahore in first division.

	2004
	Intermediate (H.S.S.C.):
	Majors in Computer Sciences from Punjab College of Information technology, Lahore Board.

	2002
	Matric (S.S.C.):
	Majors in Science from Lahore Cantt Public High School, Lahore Board obtained A Grade overall.



POST QUALIFICATION EXPERIENCE
1. Clipfine Construction Support Ltd, London, United Kingdom

Position: Finance and Accounts Executive, Ongoing project Battersea Power Station Redevelopment, London, Clipfine Construction Support Ltd.
(June, 2011 to March, 2016)

Major Job Responsibilities as Finance and Accounts Executive, Clipfine construction support Ltd, Battersea Power Station Redevelopment, City of London
· Preparation of revenue payable report on weekly and monthly basis on SAGE ERP.

· Preparation of all feasibility report, cash flows and bank reconciliation statement.

· Preparation of weekly and monthly yield analysis.

· Partner with pricing department to increase understanding of costing procedures and methods for increased costing accuracy.

· Performance of method end closing functions including providing management with monthly Payable/Receivable analysis reports as well as finalizing cost of sales.
· Looking after companywide P2P cycle and helped in minimizing the late payment penalties significant while ensuring sound relationship with all vendors.
· Preparation of weekly timesheet report for all project staff and ensure the timely and accurate submission of weekly payroll.
· Responsible of carrying out bank reconciliations of system generated reports to ensure accuracy of financial reports.

· Calculation of VAT and their payments to HM Revenue and Customs.
· Work closely with Operations Manager on day to day commercial and contractual aspects of projects.

· Review, validate and audit cost estimates.

· Provide feedback and reports with financial information of individual projects.

· Negotiating cheaper fixed rates for purchases of materials.

· Understand the construction process and provide value engineering opportunities.

· Liaise with local councils re-planning, road closures, scaffolding licenses etc.

· Working closely with management and develop key working relationships within the business.

· Expanding supplier and contractor database.

· Agree orders and valuations for subcontractors.
· Liaise with local councils re-planning, road closures, scaffolding licenses etc.

· Help research and procure materials
· Responsible of order all the stuff to be required for welfare
· Responsible of attend daily coordination meeting and ensures compliance with the site polices

· Responsible of managing web based database system creating accounts for supplier and subcontractors
Nenox Limited, London, United Kingdom
Position: Accounts Officer, Accounts Department
(Feb, 2011 to May, 2011)

Major Job Responsibilities as Accounts Officer:

· Projects Budgeting, Analysis and Progress Reports.
· Cost Estimation

· Preparation of weekly and monthly reports.

· Dealing with Banks and reconciliations.
· Issue invoice to Customers as per their Agreements (Percentage /time base) 
· Calculation of VAT and their payments to HM Revenue and Customs
· Preparation of all financial reports as require by management on monthly weekly basis
Lahore University of Management Sciences(LUMS), Lahore.
Position: Finance and Accounts Officer, Finance Department
   



(November 10, 2006 to January 13, 2011)
Major Job Responsibilities as Finance and Accounts Officer:
Accounts Receivable –     Invoicing – Collections from delinquent customers and payment follow up.

                                              Check and Review the data base for the invoices in system.
Accounts Payable -           Accounting for invoices review of payment vouchers and documents preparation of cheques                                                                                                                                                                           
                                              And releasing to vendors, vendor account management.
Procurement Expertise-  Review of purchase orders/GRN supported documents and validity of the contracts and 
                                              managing P2P cycle.

MIS & Reporting-              Finalization of accounts for management and executing ad hoc reports and requirements,

                                              Requirements.

Audits Coordination-       Ensuring annual audit are done on time, handling auditors and coordinating for them 

                                             queries.
· Lead the team while managing project & presented various report to investors and management 

Committee.

· Supported the finance manager in driving weekly pacing process.
· Provided assistance to the operations team in working capital management.
· Monitored Cash flow; identified financial risk and rectified variances on immediate basis.
· Perform in a manner consistent with company vision, mission statement and operating principles.
· Prepared financial evaluation report with company performance assessment useful for

decision making process of the top level management.

· Preparation of bills payable to create creditors and statement of payables in SAP.

· Booking expenses of LUMS inventory invoices accrued expenses and their adjustments.

Punjab College of Commerce, Lahore main campus
Position: Teaching Assistant, Tax- B.COM Faculty                               
(August, 2006 to October, 2006)
Major Job Responsibilities as Teacher Assistant:

· Extra Coaching Classes for Weak students
· Weekly reports of students

· Maintaining records of students

· Organize long trips for students

PROFESSIONAL QUALIFICATION/ MEMBERSHIP

· Association of certified chartered accountants
· Nebosh Health and Safety

· Royal society for the prevention of accidents

· British Heart Foundation
SKILLS PROFILE
	· Tally 9
· Teamwork and management

· Financial Analysis

· Business Analysis

· VAT HMRC Submission
· QuickBooks

· SAP
	· Microsoft Office Applications
· Sage Line 50

· Peachtree Accounting Software

· Bank Reconciliation

· Customer Services
· Tally Software

· SAGE ACCPAC ERP


INERPERSONAL COMPETENCIES
Leadership:                    Ability to develop and influence individuals and build an effective team with

 
                           A proactive and enthusiastic approach
Adaptability & Time     Commitment to work on own initiative and as a part of a team 

Management:
               Adapting quickly and efficiently to different tasks

Interpersonal Skills:      Hard working, Efficient, Proficient, Deal effectively with conflicts,




   Reliable and responsible work ethics
Communication:            Effective presentation and interpersonal skills to educate and captivate

the listeners. Excellent verbal, listening and writing work reports skills in English, Urdu, Hindi and Punjabi.
