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OBJECTIVE

To be a valued component of an esteemed organization where I can demonstrate my skills in the field of Finance and Accounting and can pursue further growth in my professional career.
CAREER HIGHLIGHTS AND KEY STRENGTHS

Experienced Finance & Accounting Professional with overall 15+ years of diversified experience in almost all areas of Finance & Accounting operations including General Ledger, Accounts Payable, Accounts Receivable, Payroll, Cash & Bank Management, Inventory & Fixed Assets, Budgeting, forecasting & Controlling, Taxation, implementation of Financial Systems, preparation of policies and procedures, Financial and Management Reporting and liaison with auditors.

Experience of working in listed companies and prestigious organizations operating in diversified industry sectors.

Willing and capable of handling any kind of responsibility within accounting and finance function based on my knowledge, skills and professional exposure.

Highly motivated and result oriented individual, with good communication skills and ability to prioritize tasks.

Ability to adapt quickly to new circumstances and working conditions.

EMPLOYMENT HISTORY

	Timelines
	Organization
	Designation

	Nov-2015- Present
	Tops Food & Beverages
	Deputy Chief Accountant

	May 2013 - Sep 2015
	IPSOS Pakistan
	Accounts Officer

	Mar 2009 – Apr 2013
	Kohinoor Textile Mills Ltd.
	Accountant

	Feb 2008 - Feb 2009
	Saif Group – Globe Comm (Pvt) Ltd. 
	Accountant

	Apr 2005 – Jan 2008
	Kohinoor Textile Mills Ltd.
	Accountant

	Oct 2004 – Apr 2005
	Islamic International Medical Complex
	Internee – Accounts

	Oct 2001 – Dec 2001 
	Hira Textile Mills Ltd.
	Internee – Accounts


PROFESSIONAL EXPERIENCE

Experience on Current Job


Tops Food & Beverages (6+ years & ongoing)
Monthly, quarterly and annual financial and management reporting including preparation of all underlying schedules, reconciliations and presentations required by Management/Auditors.

Preparation of Quarterly, Half yearly & Annual Budgets, forecasts and targets with a month wise and division wise segregation.

Monitoring actual vs budgeted results, variance analysis and appropriate recommendations to the management.

Costing and margin analysis of New products 

Treasury Management including bank management, Letter of Credits, daily liquidity/cash flow statement, cash flow forecasting based on expected receipts and payments, petty cash management, bank reconciliations, etc.

Payable Management including validation of POs, Invoices, GRNs prior to execution of supplier payments and preparation of A/P aging and schedules.

GL Management including review/approval of all journal vouchers, GL reconciliations and GL schedules.

Taxation Management including filing of sales tax returns, income tax returns, withholding tax statements, liaison with FBR and resolution of tax queries.

Monthly review, monitoring and processing of division payroll

Debtors Management including debtor schedules, aging analysis and handling of credit policies etc.

Inventory Management including inventory reconciliations, stock take, store breakage, inventory provisioning & write-off.

Involved in the implementation of financial systems particularly Foxpro to Oracle migration

Involved in the development and implementation of new policies, procedures and internal controls 

Experience on Previous Jobs

IPSOS-PAK

Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.

Report to management regarding the finances of establishment.

Establish chart of accounts, and assign entries to proper accounts.

Develop, maintain, and analyze budgets, preparing periodic reports that compare budgeted costs to actual costs.

Prepares asset, liability, and capital account entries by compiling and analyzing account information.

Record daily Transactions & daily Bank reconciliation.

Documents financial transactions by entering account information.

Recommends financial actions by analyzing accounting options.

Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.

AR invoicing and receipt accounting and AR month end closure

Substantiates financial transactions by auditing documents.

Maintains accounting controls by preparing and recommending policies and procedures.

Reconciles financial discrepancies by collecting and analyzing account information.

Secures financial information by completing data base backups.

Maintains financial security by following internal controls.

Prepares payments by verifying documentation, and requesting disbursements.

Answers accounting procedure questions by researching and interpreting accounting policy and regulations.

Complies with legal requirements and advising management on needed actions.

Prepares special financial reports by collecting, analyzing, and summarizing account information and trends.

Maintains customer confidence and protects operations by keeping financial information confidential.

KOHINOOR TEXTILE MILLS LIMITED

Account Payable Department

To collect daily basis commercial invoices with necessary documents and records in payable ledger in accounting software 

Creates and maintains a record of voided checks and check tracers for informational retrieval and audit purposes.

Balances and records payments made to vendors to ensure payments agree with and balance to various reports or supporting documentation thus ensuring correct processing has occurred prior to payment release.

Researches outstanding issues, places stop payment orders, and generates replacement payments as necessary.

Verify contractor bill as per rate sheet.

Monthly reconciliation of supplier to check outstanding invoices.

Monthly deposited of income tax deducted on vendor payments & also reconciliation of income tax which tax has been deposited.

E- Filling of annual Income tax return & also proper records of E-Filling return.

Monthly stock taking of Spinning, Stitching unit as a team incharge.

Monthly Account Analysis of all Balance Sheet & Income Statement accounts.

Monthly Financial and Trend Analysis of accounts with material amounts.

Review and check budget statement of Spinning-I, Spinning-II & Weaving Mills.

Sales Tax Department

Receiving of Sales tax invoices from Account payable department

Feeding of sales tax invoices in excel format & depositing of sales tax on monthly. 

Proper reconciliation of sales tax to check the outstanding sales tax or wrongly depositing of sales tax.

Solving of queries relating to sales tax.

E-filling of sales tax return on monthly basic.

Proper filing of export documents & sent to head office for further processing.

Maintaining of Fixed Assets register as per IAS Fixed Asset.

Import Department

Preparation of import purchase requisition.

Opening of LC for import of goods which includes Store, Machinery & Polyester.

Obtain the quotation from foreign supplier to check the cost of imported goods.

Making comparative statement as required by management.

Managing offshore purchases including negotiation with the suppliers.

Costing of all types of LC’s.

Managing all thefinancial aspects of foreign purchasesincluding coordination/negotiation with banks, LC documentation, payment processing,

Monthly preparation of outstanding LC report & also future commitment on quarterly & annual basic as required by manager.

Negotiation with bank incase of bank advises.

Proper records of LC files.

Monthly consumption report of polyester used by spinning department which includes Local & imported polyester.

Knowledge of freight forwarding & international logistics.

Store Section

Receiving of GRN from purchase department.

Recording of purchases in FOXPRO receipt from purchase department.

Monthly reconciliation of clipper inventory with Oracle to check the duplication.

Preparation of monthly consumption voucher in clipper and also posted in oracle.

Preparation of monthly consumption report and also closing stock as required by manager for Accounts.

Stock count and stock reconciliation.

Valuation of Ending Stock of WIP, Trimming, Fabrics, Chemical, Cartons

Treasury Department

Cash and bank position for daily to check the status of funds required for payments.

Preparation of bank reconciliation statement on monthly basic to check that which cheques are outstanding and negotiation with bank incase of outstanding.

Maintaining proper records of receipt cheques from different parties on sale of material.

Preparation cash flow statement on monthly basic.

Randomly check receipt, issue and stock of the store.

Maintaining proper records of postdatedcheque issued to supplier.

Maintain status of long term loans and validation of markupcalculated by banks.

Proper funds management & allocation.

Supervision of daily bank operation.

Maintaining proper records of FTT, reconciliation of F.C account on monthly basic & calculation of foreign currency gains/losses on half yearly & annually.

Payroll Department

Processing of salary of employs of different sections.

Proper records of advances issued to employs which include temporary & permanent staff.

Calculations of EOBI & P.F.

Working of F &F of resign staff.

Knowledge of labor laws

Conduct payroll audits on monthly basis and then report to HR staff about payroll related issues.

Hands on experience in use of Oracle Financials ERP particularly Oracle GL, Payable and AR modules and Foxpro based CLIPPER program for purchases.

Identifying weaknesses in internal control system and developing sound policies, procedures and processes to strength the system.

Preparing profitability and cost analysis and reporting to Finance Manager

Professional support in preparation of monthly accounts and resolving audit queries related to accounts and financial statements.

EDUCATION

MSC Accounts & Finance –from University of Lahore, 2011

ICMA-Stage I– from I.C.M.A.P , 2003

Bachelors of Commerce B.Com – from Punjab University, 2002

Intermediate in Commerce-from Punjab College of Commerce- 1999

IT &COMPUTER SKILLS

Proficient in Microsoft Office applications.

Well versed with the functionalities and possessworking knowledge of Peachtree Accounting, Quick Book, Oracle Financials, CLIPPER Program (Fox Pro) & SAP Module.

OTHER SKILLS

Team Building.

Analytical &Problem solving skill.

Decision Making Skill.

Effective verbal & communication skill.

REFERENCES

Available on request.

Page 1 of 6

