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Muhammad
 Muhammad.76560@2freemail.com 

___________________________________________________________________________

Objective:
Seeking a challenging position with a progressive and reputable organization which effectively utilizes my professional experience 

___________________________________________________________________________

Basic Qualification:

       2006-08 
Masters of Business Administration (Finance)



Virtual University of Pakistan, Lahore Pakistan 
       

          2005
Islamic Banking & Economics (3 months course)


Al Huda Center of Islamic Banking & Economics (Lahore)
       1999-99
Accounting Coop (Semesters Passed)


Centennial College Scarborough Ontario Canada
       1994-95
Cost & Management Accountant (Two Semesters Passed)


Institute of Cost & Management Accountant of Pakistan
       1990-92
Bachelor of Commerce (B.COMM)



University of the Punjab, Lahore Pakistan
                   1987-89
Faculty of Art (Statistic, Economics, and Education) 
Board of Intermediate & secondary Education, Lahore  

       1976-86
Schooling (Matriculation in science) 



Pakistan School & College Doha, Qatar 
___________________________________________________________________________

Work Experience:
Total 10 Plus years

August 09-todate
Daff Trading & Oil Services Est. (Trading) Abu Dhabi



Daff Electromechanical Est. (Contracting) Abu Dhabi
Group Sr. Accountant 

Responsibilities: 
· Monitor and control cash and bank accounts

· Monitor and control sales, purchase and journal 

· Monitor, control and reconciliation Vendors & Client accounts

· Monitor and control Intercompany accounts

· Manage Letter of credit and Bank Guarantees 

· Manage payroll and WPS

· Assets and cost accounting 

· General and MIS reporting, Management accounting 

· Prepare adjusting and closing entries  

· Preparation of Financial for facilities and accounts finalization for annual audit

August 08-Aug 09
Target and Jima Construction L.L.C. Dubai 

Senior Accountant 
Responsibilities:
· Monitor and control book of accounts in the Oracle Financial 

· Manage and checking accuracy of data entry in accounting system
· Organize and assign day to day work schedule to the accounts staff

· Correspondence with vendors for accounts reconciliation 
· Manage petty cash and banking transactions
· Manage receivables and payables
· Manage adjusting and closing entries 
· Manage payroll accounting in Oracle Financial 
· Manage fixed assets accounting in Oracle Financial 
· MIS reporting, Cost center control, Audit, Trail balance and financial statements 
___________________________________________________________________________

2006-April 2008
SKB Engineering and Construction Lahore Pakistan
Group Internal Auditor
Responsibility:

· Carrying out audit in compliance with the audit plan and professional auditing standards 
· Identify errors and discrepancies and rectify whilst reviewing accounting documents and records
· Implementing the rules and regulation of this organizational financial system 
· Analyzing financial data and prepare financial reports as and when requested by the management 
· Access control mechanism are in control 
· Prepare and submit monthly report of audit observation 
· Review all income resources and checking its accuracy and completeness 
· Validate financial transaction, payments documents and ensuring the availability of finance 
· Ensure the efficacy of operations, the reliability of financial reporting, deterring and investigating fraud, safeguarding assets 
___________________________________________________________________________

2005-March 06
KNK Infrastructure Pvt. Ltd Lahore Pakistan
Senior Accounts Officer 
Responsibilities: 

· Maintaining each land and property record  

· Make monthly income and expenses report of land and property

· Maintain Suppliers and creditors account  
· Receiving attendance sheet and enter in the company database 
· Prepare monthly salary and wages reports 
· Counting, packing and distribution of salary to labor 
· Printing and distribution of pay slip

· Calculate employee benefit and allowances
· Deal with staff and site expenses and response to any query related to payroll as it arises in a timely manner
· Maintaining daily cash book and preparing bank reconciliation 

2005 Feb-Sep 
           Pakistan Rajput Cooperative Housing Society Limited Lahore Pakistan 

Accountant 

Responsibilities: 

                                  • Journalize transactions and posted to ledger 

        

          • Calculate unadjusted balance 

     

          • Journalize and post adjusting entries 

          • Journalize and post closing entries 

           

          • Prepare post closing trial balance

          • Develop trial balance

        

                   
          • Prepare financial statements   
          • Manual and computerized accounts management 

___________________________________________________________________________

Jan 2002-Sep 2005
Al-Imran Computers Lahore Pakistan



Self-Employed

Business of new and second hand computers and accessories, Had Intel and Epson Dealership, I worked as active partner and controlling and monitoring books of account, Controlling Accounts receivables and payables, Financing and budgeting 
___________________________________________________________________________

1998 Mar-Oct

Masood Raouf & Company Lahore Pakistan



Audit Officer


Responsibilities: 



          • Verification of financial and costing records 

        

          • Checking of vouchers for sales, purchase, and cash receipts 

Cash payments, bank receipts and bank payments 

          • Checking of Vouchers posted on Journal Ledger accordingly 

                                  • Checking of Cash Book and Trial Balance 



          • Reconciliation of Bank Accounts with Books

                                  • Physical verification of fixed assets, store & stock, 

          • Checking of the receipts & payments are booked accordingly 



          • Data entry and generating computerized financial reports  

          • Preparation & filling of tax returns 

___________________________________________________________________________

1996 Mar-June
Packages Limited Lahore Pakistan (5 Months Internship under the 


supervision of Manager Finance (Organization & Method) 
Made charts of flow of paper work in the following sections: 

Payroll Section, Purchase Section, Sales Section, Cash and Bank Section
___________________________________________________________________________

July 1994-1998
Teaching the Subjects of I.COM and B.COM 

___________________________________________________________________________

Skills:
I have work experience and knowledge of international accounting standards. I have the ability to finalize the accounts at any level, manage the professional staff as team leader and run accounts department independently. Ability to conduct an Internal Audit and advise the management how to get the efficacy of operations, the reliability of financial reporting, deterring and investigating fraud, safeguarding assets, and compliance with laws and regulations. 
Computer Literacy
Peachtree Accounting 6 Month’s from ICMA of Pakistan. 
Intermediate Microcomputer Application Software 4 Month’s from Centennial College Scarborough, ON. Canada, Experience of Oracle based Accounting Software at Target and Jima Construction Co., Quick Book, MS Office   

___________________________________________________________________________

Language:
English (Very Good), Urdu, Punjabi, Hindi (Good) and Arabic (Fair)

Nationality: 

Pakistani


Date of Birth:
  December 06, 1971 
Place of Birth: 
Doha, Qatar


Marital Status: Married 
___________________________________________________________________________

Driving License:
Valid UAE Driving License 

___________________________________________________________________________
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