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	SHADAB
Email: shadab.360008@2freemail.com  



OBJECTIVE
To work in an institution with a challenging work environment that provides opportunities for developing skills, while strongly encouraging professional growth
QUALIFICATION     
Master in Business Administration - Finance - 2005

Newports Institute of Communications and Economics (NICE), Karachi

Bachelor of Commerce - 2001  

University of Karachi

Intermediate in Science Pre-Engineering - 1999  

PECHS Education Foundation Govt. Science College, Karachi

WORK EXPERIENCE

03/2015 to 03/2017       SKYNET WORLDWIDE EXPRESS  (GULF WORLDWIDE EXPRESS)
General Accountant

Area of responsibilities to serve three Stations but not limited to: Skynet Doha - Qatar, Skynet  Dubai - UAE and Gulf Worldwide Express London - United Kingdom 

Skynet Worldwide Express - Dubai UAE:

Independently handle complete sets of accounts and assist Finance / Accounts Manager in year-end closing and Audit.  Independently handle all procurement activities for company, sister concern companies and others stations in (GCC, Europe, Africa and Asia). Issue LPOs, dealing with vendors, prices negotiations, quality checking, follow up timely delivery of stock, market research of new vendors . Control stock level in warehouse in order to supply timely stock to our operations, sister companies and other stations as needed. 

· Receive invoices from the vendors and process 3 way payments 

· Prepare batches of invoices for data entry

· Record and Post transactions into Microsoft Dynamics GP

· Maintain listing of accounts payable

· Respond to all vendor inquiries

· Checking of Airlines, IATA, Couriers and Land Transport companies invoices and pointing out if any discrepancy in weight and rates 

· Checking rates of other vendors invoices

· Request and follow up for credit note for outstanding quires

· Issue debit notes to other stations

· Reconcile vendor statements, research and correct discrepancies

· Prepare and process electronic transfers and payments 

· Maintain files and documentation thoroughly and accurately, in accordance with company policy

· Generate LPOs for all stocks, supplies, Air tickets / hotels etc. 

· Negotiate prices and checking the quality of the stock supplied by the vendors 

· Follow up to ensure timely delivery of the stock by the vendors

· Monthly stock checking     

Skynet Doha - Qatar:

Independently handle complete sets of accounts

· Record all expenses invoices in Microsoft Dynamics GP
· Generate sales invoices and issue invoices to customers
· Issue debit/credit notes to stations or customer in order to settled their accounts of outstanding quires
· Checking all expense invoices
· Record salaries of staff
· Prepare electronic transfers and payments 

· Prepare monthly income and expenses
· Bank reconciliation 
· Reconcile vendor accounts
· Supply stock to Skynet Doha from Skynet Dubai office
Gulf Worldwide Express London - UK:
· Generate and send sales invoices to customers on half monthly and monthly basis 

· Prepare half monthly and monthly sales reports for senior executives 

· Issue debit/credit notes to stations or customer in order settle their accounts of outstanding quires
· Record all payable invoices of the vendors

· Prepare request for electronic transfers payments

· Prepare cheques for staff salaries and vendors

· Supply stock to Gulf Worldwide Express London from Skynet Dubai office

 09/2007 to 11/2014             ALLIED BANK LIMITED
I was served in Allied Bank plus 07 years, in which 4.5 years worked in a Finance Group as Financial Analyst (2007-2011) and remaining period in different positions in branch banking. The detailed responsibilities are mentioned below:

Business Development Manager
· Running/Supervising complete branch business , operations and customer services

· Manage Opex/Capex expenses in order to avoid the breaching of budgetary limited

· Making weekly, monthly, quarterly, half yearly and yearly sales vs target vs budgeted reports.

· Supervise and guide the branch staffs in order to deal with customers 

· Manage the administration of the branch

· Resolve customers issues in order to provide them excellent customer services

· Maintain existing and building new relationships in order to enhance branch deposit 

· Explore New Market 

· Meeting with Corporate clients/companies/Govt. departments in order to sell/introduce our bank products/services

· Compliance State Bank Of Pakistan policies and risk management

· Other assignment as instructed by controlling office/Head Office

Financial Analyst - Finance Group
· Worked as a team member in Opex team for preparation of bank Annual Operating Expenses Budget 

· Prepare Opex MIS on monthly,  quarterly, semi-annually and annually basis of Budgeted vs Actual Expenses of Regions and Central office groups to support Financial Model and data base in communicating with field / offices in respect of breaches on expenditure (Actual  vs Budget) for budgetary control and collate justification 

· Prepare rent MIS on monthly basis of all rented branches and offices of the bank across the country 

· Prepare MIS for quarterly basis of bank offices in respect of covered area, shared the premises, Central Office level, Regional offices and Controlling Offices level in order to separate allocate the rent to departments 

· Prepare MIS of monthly actual expenses detail for Management Reporting purpose 

· Up-gradation of Discoverer for Management Reporting Purpose 

· Attending requests for reallocation / enhancement in operating expenses budget from various groups / locations 

· Coordinate with back office for reconciliation of discrepancies in actual expenses 

· Initiate payment requests after verification of expenditure in Oracle Financial 

04/2007 to 09/2007       SOFTECH MICROSYSTEMS
                                           Manufactures of PABX and Telecommunication equipment

Accountant       

· Responsible for running accounts department on Peachtree accounting software

· Maintain complete record of accounts 

· Supervision of  assistant staff over book keeping and other financial information recording functions

· Attending to various queries by clients regarding their accounts and preparing necessary reconciliation and settlement of disputed matters

· Follow up with recovery staff regarding receivables of clients

· Check payable status of vendors and ensure timely payments

· Collect daily stock/Inventory report from Inventory officer

· Dealing with banks for routine matters

· Verify bank and Cash reconciliation

· Finalize and verify payroll statement

06/2006 - 03/2007         ACUMEN FUND                                              
Accounts and Admin Officer     

Accounts/Finance:

· Preparation of Income & Expenditure and Receipts & Payments statement,  coordination with auditors, both internal and external

· Maintain Account Payable and managing funds for timely payments

· Fixed Assets and inventory management

· Liaison with banks for day to day activities

General Administration:

· Managing general office maintenance and supervising support staff

· Overseeing activities of external service providers, including contractors, security services, and technology consultants

· Making purchase and negotiation rates with suppliers

05/2003 - 05/2006
SAIBAN - Action Research for Shelter
Accounts and Admin Officer            

        Accounts/Finance:
· Monitor Bank & Cash Position & dealing with banks

· Preparation of Vouchers

· Preparation of invoices

· Handling administrative matters

· Account Reconciliation of Parties and Banks

· Timely recording of all expenses and outstanding bills into Oracle Financial

· Monthly reconciliation of GL accounts

Admin related assignment

· Organizing directors & executives  meetings

· Organizing workshops and trainings

· Organizing donation events.

· Dealing with vendors 

IT SKILLS

· Currently working on Microsoft Dynamics GP, Skynet worldwide network software gulfsoft, For billing company own billing software separate for each station. 

· Past worked on Oracle Financial,  Banking Software T-24 Temenos and Knowledge Accounting Software - Peachtree
· Proficient in Microsoft Office Excel, Word, PowerPoint, Outlook. Research and internet skills and hardware installation. 
KEY COMPETENCIES

· Ability to investigate and seek out alternative solutions to problems.

· Driving peak performance across all areas of the business.

· Can identify threats as well as opportunities.

· Willing to take ownership and responsibility of work assigned

· Developing negotiating strategies for price with vendors

· Possessing a positive ‘can do' attitude, with a strong focus on getting results.

· Able to work independently or a team in a fast paced and rapidly changing environment.

· Ability to communicate in a clear and effective manner.

· High level of personal organization and time management skills.                                    

LANGUAGES             

· Proficient in English and Urdu 

PERSONAL



· Marital Status:
Married

· Date of Birth:
21 February 1980
· Nationality:               Pakistan
