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CAREER OBJECTIVE



Senior Finance & Administrationpositionin your respectfulorganization where extensive management skills can be utilized
CAREER SUMMARY



Finance & Administrationprofessional with 17 years of experience in all aspects of Finance & Administrationmanagement. Demonstrated hands-on management style in the development and implementation of strategic plans to ensure company growth. Proven ability to manage multiple assignments efficiently while meeting tight deadline schedules. Demonstrated success in streamlining existing operations, turning around unprofitable functions, and envisioning new concepts and future trends.
• Management Accounting
• Organization and Administrative Assessment

• Approving All Exceptions
• Managing Approval Activities

• Credit Control
• Accounts Receivable and Billing

• Asset Management
• complete exposure to Administration side

• Financial Account Analysis
• Dealing with auditor

• Business / Enterprise Turnarounds
• Business Analysis

Distinctions:

·  Arrangement of Banking Facilities (loans) at very competitive rates with reputable 

Financial intuitions operating in UAE

· Debt restructuring and bill discounting for the cash flow management.
· Implementation of Tally and ERP system by overseeing software consultant team.

· Development of Accounting policies and procedure manuals and setup of finance
Department
EMPLOYMENT EXPERIENCE



Finance & Admin Manager
2010 to Present

CITY SERVICES CONSULTANCY LLC, Dubai, UAE

•      Manage financial and administration activities to achieve financial goals.

•      Analyzed productivity and profitability of key departments.
•
Handling all kinds of insurance for projects as well as tenancy contracts and trade licenses renewal.
•
Contacted customers for support document requests regarding general ledger and other module entries.
•
Confirmed and analyzed dividends, interest rates, and maturity dates.
•
Consistently produced results beyond expectations of supervisors.
•
Designed and maintained database to track financial resource usage.
•
Conducted financial and economic analyses of a potential project utilizing financial data to determine viability of a given project.
•
Developed strategic financial plans with department heads.
•
Developed the annual budget for capital expenditures, advertising, and payroll.
•
Developed the annual budget, which included projecting revenues, expenses and anticipating problem areas.
Senior Accountant 
2008 to 2010

Direct Shipping Services LLC, Dubai, UAE
•
Audited all accounts payable invoices reviewing for correct costs and quantities

•
Analyzed spreadsheets, managed cash flow, maintained bank relations, and processed accounts payable and biweekly company payroll

•
Analyzed standard cost variances resulting in improved inventory ordering controls

•
Approved all credit charges and allowances

•
Assisted in organizing work flow, distributed staff assignments, and planned work schedules to ensure accurate and timely completion of work

•
Installed and maintained fixed asset ledger

•
Examined management policies, operations, financial positions, and industry trends of various companies

•
Exceeded goals by providing successful strategies for team to achieve high levels of self-motivated accomplishments

•
Maintained monthly depreciation and amortization schedules

•
Maintained manual cost accounting and inventory valuation systems

•


ADDITIONAL EXPERIENCE

•      Accountant (Gulf GERNARAL Trading, Dubai, UAE) 2003 to 2008
•
Sales Supervisor (QARSHI Industries Ltd. Lahore, Pakistan) 2002 to 2003

•
Accounts Assistant (JALAL Trading CO, L.L.C, Dubai, UAE) 1998 to 2001

ACHEIVEMENTS


Direct Shipping Services LLC, Dubai, UAE2008 to 2010
•      During the crunch period of global crises (2009) collection of 22 Million from debtors.

•
Settlement of the entire company loan.
GULF GERNARAL TRADING, DUBAI, UAE 2003 to 2008
•
Spearheaded implementation of ERP system Focus that improved accuracy of inventory and financial reports.

•
Implemented a system for tracking and matching bank LC documents to shipments that helped in reduce interest and demurrage expenses.

•
Strategically restructured financial reporting processes in accordance with organizational changes. Advised the separation of wholesale and retail operation, developed and implemented new operating procedures for the separate units.

QARSHI INDUSTRIES LTD. LAHORE, PAKISTAN2002 to 2003
•
Successful completion of QARSHI Health Service Project for promotion of herbal medicine.

EDUCATION AND CREDENTIALS



Masters in Business Administration
1997

National College of Business Administration &Economic, Lahore, Pakistan
B.COM 
1995

Punjab College of Commerce, Lahore, Pakistan

SPECIAL SKILLS



Distinctions:

·  Arrangement of Banking Facilities (loans) at very competitive rates with reputable 

Financial intuitions operating in UAE

· Debt restructuring and bill discounting for the cash flow management.
· Implementation of Tally and ERP system by overseeing software consultant team.

· Development of Accounting policies and procedure manuals and setup of finance
Department

Skills and Languages:

· Efficient at using Microsoft Office utilities,
· Tested SAP system, Peachtree/ QuickBooks and various ERP (Oracle) systems as part of my
assignment.

· Expertise preparation of accounts, analyzing internal controls, budgeting, analyzing of financial data and carrying out investigation and fraud detection procedures. 
· Preparation of VAT (sales tax returns) 
Activities & Interests:

· Participated in debates and essay writing competitions in school and colleges. 
· Keenly observe current affairs and take part in discussions.
Personal details:

· Date of Birth: April 25,1974
· Nationality: Pakistani

· Current stay: Dubai, United Arab Emirates

· Visa status: Employment visa


