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	OBJECTIVE
To utilize my knowledge and experience in a well-established and progressive organization that seeks highly motivated personalities



	HIGHLIGHTS
· To prepare petty cash vouchers and finalize cash book
· To perform bank reconciliation, posting, and balancing

· To maintain accruals and prepayments on a monthly basis
· To prepare weekly and monthly costing sheet for average per piece cost of a garment

· To sell, purchase dollar, euro, pound, dirham, riyal

· To record and manage records of day-to-day transactions

· To assist in internal and external audits

· To monitor accounts trainees

· To maintain inventory record (FIFO)

· To inspect inventory in store

· To check payrolls

· To manage traveling documents i.e. tickets, visas, and passports for company directors


	WORK EXPERIENCE 
GAMALUX SDN BHD, a Malaysian trading company of palm oil
ACCOUNTS EXECUTIVE
                                                                                                           FEB ‘18 – onwards

· Lead and supervise account department on various issue encounter during the daily work and heavily involve in problem solving.

· Responsible to provide training, guidance and support to account teams to ensure achieve target goal and maintain reasonable quality of works.

· Ensure that all financial transactions companies are being recorded systematically and accurately in ledgers and other records, in accordance with Financial Reporting Standard (FRS) and other regulatory requirements.

· Review and analyze monthly submission of consolidated & trade costing management report to board of directors.

· Review and analyze warehouse and bulking terminal stock‐take oils report with stock reconciliation monthly update for board review.

· Monitor the dateline of submission monthly oils balances report to Malaysian Palm Oil Board.

· Maintain long‐term contract tracking report and shipment listing to match with the oils stock supplies to local and overseas clients.

· Provide financial data and analysis to senior management to achieve the company financial objectives. Preparing and report weekly forecast financial cash flow statement with relevant information, accurately and time basis to top management to ensure the sufficient funds are available to meet ongoing operational requirements of the company. Ensure fund allocation are disburse accordingly and assisting account receivable to follow up with client outstanding.

· Liaise with auditor, tax agent, bankers and government bodies for audit queries, taxation computation financial matters and renewal of company licenses.

· Review and submit monthly supporting documents for bank acceptance (BA) and others bank credit facilities. Assisting finance manager for bank credit facilities application submission.

· Analyze and maintain good record of creditor and debtor aging for weekly and monthly review by senior managements.
· Review, maintain and monitor of fixed asset schedule and safeguarding with sufficient insurance cover at all time.

· Collecting timesheet data and payroll information

· Entering data into payroll and administrative databases and software programs

· Calculating wages, allowances, tax deductions, etc.
· Maintaining accurate records of payroll documentation and transactions

· Responding to payroll-related inquiries and resolving concerns

· Performing account balance and payroll reconciliation

· Preparing financial reports for accounting and auditing purposes
· Uploading salaries into the staffs’ accounts
KK TEXTILE CHEMICALS PAKISTAN (PVT) LTD, a subsidiary of Kaiser Tekstil, Turkey

ACCOUNTS OFFICER
                                                                                                           APR ’17 – FEB ‘18
INVENTORY
· To maintain record of receipts and issuance of items that are going out of the warehouse, ensuring accuracy and completeness

· To reconcile physical stock with the stock in the system

· To undertake the function of stocktaking and confirm the periodic stock on a regular basis by working closely with the designated staff members

· To supervise the offloading process, the subsequent arrangement of merchandise, material, etc., and consignment so that it can be accessed and identified easily
· To ensure the correct and timely valuation of the inventory and to be involved in directing and managing procedures related to offloading, packing and unpacking

ACCOUNTS RECEIVABLE
· Post customer payments 

· Record local sales, sales return, discount income

· Update receivables by totaling unpaid invoices
· Summarize receivables by maintaining invoice accounts; coordinating monthly transfer to accounts receivable account; verifying totals; preparing report

· Reconcile debtors’ ledgers

· Manage and tally withholding tax on cash withdrawal from banks
· Perform bank reconciliation, posting, and balancing

ACCOUNTS PAYABLE
· Receive and verify invoices and requisitions for goods 

· Verify that transactions comply with financial policies and procedures

· Prepare batches of invoices for data entry

· Keep track of invoices for payment

· Manage the weekly cheque run

· Record all cheques

· Prepare vendor cheques for mailing

· List all vendor cheques in the log book

· Prepare manual cheques as and when required

· Maintain listing of accounts payable

· Reconcile supplier accounts and update periodically

· Maintain updated vendor files and file numbers
· Print and distribute monthly financial reports

SALES TAX
· To withhold sales tax on goods and services

· To feed sales tax invoices on an eFBR portal

· To reconcile sales tax receivable ledger
· To finalize sales tax on services data on an eSRB portal on a monthly basis
INCOME TAX
· To maintain income tax deducted on goods and services
· To create e-payment of deducted income tax on eFBR
PRODUCT COSTING 
· To prepare cost sheet for the imported chemicals
· To find out cost of sales, gross margin, and per unit cost 
DIGITAL APPAREL (PVT) LTD, a textile manufacturing company at S.I.T.E. area
ASSISTANT MANAGER FINANCE                                                                                         MAR ‘14 – APR ‘17
ACCOUNTS RECEIVABLE
· Post customer payments by recording credit advices

· Record local and export sales, sales return, discount income

· Update receivables by totaling unpaid invoices

· Resolve valid or authorized deductions by entering adjusting entries

· Summarize receivables by maintaining invoice accounts; coordinating monthly transfer to accounts receivable account; verifying totals; preparing report

· Reconcile debtors’ ledgers

· Post bank credit and debit advices, and adjust charges/ duties

· Record bank receipts 

· Post bank credit and debit advices, and adjust FED charges/ duties

· Manage and tally 1% income tax on export realization

· Manage and tally withholding tax on cash withdrawal from banks

· Find out gain/ loss on export sales  

· Perform bank reconciliation, posting, and balancing
ACCOUNTS PAYABLE
· Receive and verify invoices and requisitions for goods 

· Verify that transactions comply with financial policies and procedures

· Prepare batches of invoices for data entry

· Keep track of invoices for payment

· Process backup reports after data entry

· Manage the weekly cheque run

· Record all cheques

· Prepare vendor cheques for mailing

· List all vendor cheques in the log book

· Prepare manual cheques as and when required

· Maintain listing of accounts payable

· Reconcile supplier accounts and update periodically

· Maintain updated vendor files and file numbers

· Print and distribute monthly financial reports
PAYROLL
· To collect salary sheets from IT Department (where data is entered and maintained daily)
· To prepare a bank letter for employees and workers’ salaries 

· To randomly select entries and perform calculations for accuracy
· To collect cash (more or less) per salary sheet from cashier

· To distribute salary among workers in production departments

· To reconcile cash in hand after salary distribution
SALES TAX
· To withhold sales tax on goods and services

· To feed sales tax invoices on eFBR portal

· To reconcile sales tax receivable ledger

· To finalize sales tax on services data on eSRB on a monthly basis

· To prepare sales tax data in RCPS and reconcile it for sales tax refund

· To supply documents to sales tax consultant on discrepancies for sales tax refund
INCOME TAX
· To maintain income tax deducted on goods and services

· To create e-payment of deducted income tax on eFBR

· To gather staff and directors’ data for annual income tax filing

· To file staff annual income tax on IRIS (with the help of senior)
GARMENT COSTING FOR CMT
· To collect daily output reports from production units
· To maintain number of pieces stitched in lines day-wise
· To prepare weekly & monthly costing sheet for average per piece rate of a garment
· To find out stitching cost and provide it to the merchandisers  



OTHER SKILLS
· Language – Impressive command in English writing & speaking; Little understanding of Malay
· Typing Speed – Gross 60 wpm, Net 55 wpm 

· Xero
· QuickBooks 

EDUCATION
CA - Foundation* from Institute of Chartered Accountants of Pakistan (ICAP) (2012)

PIPFA - Final* from Pakistan Institute of Public Finance Accountants (PIPFA) (2012) 
B. Com from Jinnah Government College, (2008)

