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PROFILE



(ACCOUNTS & FINANCE)

A professional accountant having the ability to manage the accounts of a trading, service and manufacturing  organization, willing to be the part of a team of professionals in a prestigious organization.

Core professional strength: 
· Financial Reporting


 (    Receivable & Payable management

·  Final/Annual Audit


 (    Book Keeping (AR – AP - GL)

· Aging Analysis



 (    Inventory Accounting

· Cash handling



 (    Payroll processing via WPS
· Excellent communication
              

 (    Bank Dealings
· Job order costing



 (    Six years UAE experience.
Summary of professional exposure:

Dubai UAE





Shipping & Logistic Industry

05 Years
M/S ACCURATE SEL. GEN. TRADING 
Dubai UAE          Trading Industry


              01 Years
M/S THE PUNJAB SCHOOL                        Pakistan
              Service Industry


              01 Years
PRACTICAL EXPOSURE

Dubai-UAE
      (Jan-2008 – Present)
    
            05-Years

Position—Sr. Accountant

General Accounting Functions
· Management of accounting department functions and liaison with other departments.

· Assistance in preparation of annual/master budget.
· Prepare/present and finalize all kinds of MIS reports.
· Co-ordination with external auditors to finalize the annual audit.

· Handle/Supervise the cash activities of all UAE offices (TECOM, DIP, DAFZA, and AUH).

· Bank accounts management, their reconciliation and markup rate calculation.
· Fund raising; correspondence with bank to get different types of loan/bank guarantees facilities.

· Inter office reconciliations and transfer of payment to franchised offices all over the world.

· Communication with insurance company to get the assets of the company insured.

· Reconciliation of suppliers/clients accounts

· Supervise the follow-up of receivables & payables.
· Age analysis of the receivables and co-ordination with sales & marketing department for recoveries.

· Handling the ADNOC statements, make reports for each vehicle’s fuel consumption. 

· Supervise Dubai Customs (CDR) and DP world statements reconciliation.

· Calculate depreciations and maintain the asset’s register. 
Salary disbursement related functions.

· Monthly payroll processing of staff via WPS. (Including employees outside UAE also).

· Calculate/check the time sheet for labor salaries.

· Trip calculation for the drivers.
· Handle/answer the employee’s queries about salaries.

· Calculate the annual leave days/salaries for employees and confirm air tickets.

· Prepare the salary certificates and salary transfer letters.

· Accurately file all payroll paperwork.
· Prepare payroll reports as and when requested by management. 
· Handle/control account opening of new employee’s bank accounts via bank’s website.

· Maintaining annual leave record, employee’s personal files record etc.

· Visa records and amortization of visa expenses. 
· Final settlement of employees including gratuity, leave salary and well aware of UAE laws for the final settlement of employees.  

M/S ACCURATE SELECTION GENERAL TRADING LLC    Dubai-UAE    (Mar-2007 -- Dec-2007)    01 Years

www.accuselection.com 

Position—Accountant

(The company is working as advertising company, mostly involve in trading from china, Malaysia and India)

· Working on Peachtree accounting software.

· Bank reconciliation monthly and updating cash/bank status daily basis.

· Opening of new jobs and make the job order costing.

· Generating sales invoices/delivery notes, follows customer for collections, age analysis of the receivables.

· Keeping record of inventory.

· Payroll processing of all the staff.

· Calculating depreciation, loan amortizations.

· Timely delivering all financial and management reports.

· Assisting accounts manager in preparing for the audit.

· Keeping track of the shipments and keep updating clients.

M/S THE PUNJAB SCHOOL Pakistan

(Aug-2005 – Sep-2006)



   01-Years 
Position–Secretary 

· Supervision of computerized system.

· Preparation of monthly, quarterly and annual accounts with cash flows.

· Daily cash-flows and monthly budgets.

· Updating and maintain all the record of students fee.

· Keeping record of new purchases and keeping in view about future purchases.
ACADEMIC QUALIFICATION

DEGREE



INSTITUTION





YEAR
MBA-Finance 


International Islamic University Islamabad, Pakistan
              2006

B.I.T



Allama Iqbal Open University Islamabad,   Pakistan
              2004

OTHER COURSES/CERTIFICATES
· “Certificate in Peachtree accounting system from Dubai”

· “Certificate in Self & Time Management From Dubai”

· “Certificate in Personality development from Pakistan”
· “2 Months Internship with Al Falah Bank Pakistan”
COMPUTER - INTERPERSONAL SKILL

COMPUTER SKILLS

· Capable of working on any type of “Accounting Software”.

· ERP-Iris Accounting System.

· Peach-Tree

· Tally

· Access

· Excellent work experience on following “MS Office” applications.

· MS Excel

· MS Word

· MS Outlook

· MS PowerPoint

· Internet Browsing
INTERPERSONAL SKILLS

· A team player with skills to interact positively.

· Ability to work in fast-paced environment.

· Can Communicate with Banks, Corporate Bodies, Customs/ports or other bodies.

OTHER ABILITIES

I have ability to work as accountant of an organization and can handle accounts department independently. I believe in employer satisfaction through hardworking, honesty and discipline. I have strong working skills on under mentioned areas.

GENERAL ACCOUNTING FUNCTIONS

Accounting

· General accounting policies adopted by an organization.

· Preparation of the Final Trial Balance Report.

· Preparation of the Monthly, Quarterly & Annual Accounts of the organization and their comparison with the previous accounts of the same period.

· Payroll accounting (Employees related costs, like salary, bonus, overtime, gratuity etc).
· Deep knowledge of finance, accounting, budgeting and cost control principles.

Cash/Banks
· Cash management through budget and forecast along with their monthly variance with actual expense.

· Bank accounts management, their reconciliation and markup rate calculation.

· Familiarity with UAE Central Bank and Labour Office regulations
· Use of banking instruments like Cheques, TTs, Guarantees, Online Transfer, E-Banking.

INTERNAL CONTROL/INTERNAL & EXTERNAL AUDIT
· Capable to conduct an internal audit.

· Capable to handle the external audit staff.

· Ratios Analysis.

· Working knowledge of the strong internal control system in the organization.

· Company policies and procedures adopted to strengthen the controls.
PERSONAL

Date of Birth



Mar 23, 1982.

Nationality



Pakistani

Gender




Male (Married)

UAE Residential Status


Employment Visa (expiry 08/07/2013) NOC not required. 
Languages Known


English, Urdu, Hindi, Good understanding of Arabic
Notice Period



One Month
Driving License:
                          Dubai, UAE (expiry 22/08/2020) – have own car 
