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RESUME
ZEESHAN 
ZEESHAN.124205@2freemail.com 

Object:     To seek a challenging career in a reputable and growing organization whereby, I can utilize 
                 my skills and knowledge to further develop and enhance the Company’s profile.

ACADEMIC BACKGROUND:
· MBA (Enrolled) from Preston University.
· ICMAP (Enrolled). Operational Level ( 3rd Stage )
· Graduation (B.Com) in Commerce from University of Karachi in 2011.
· Intermediate in Commerce from Allama Iqbal Govt.College Karachi in 2007.

· Matriculation (Science) from Wisdom Grammar School Karachi in 2005.

WORK EXPERIENCE:
I. IMGC - OIL WORLD (PVT) LTD ( Manufacturing Unit )

ACCOUNTANT



         

 
 (Sep 2013 to Present)                                                           
Job Description: 
      Software: ERP & Fox Pro.
· Data Entry in ERP
· Daily Bank Position
· Bank Reconciliation Statement
· Export Document Attestation Chamber of  commerce
· Processing of Purchase / Expense invoices
· Checking of supporting documents
· Filling of all types of Voucher
· Maintaining File Record up to date
· Banks related Outdoor Work
· Keep Liason With Supplier
· Maintain monthly Utility Records
· Update Oil position
· Import related Memo’s
· Monthly Physical Stock Take
· Data Feeding on Fox Pro Software
· Posting of Purchase Journal Voucher
· Posting of Payment Voucher
· Posting of Adjusting Journal Voucher
· Posting of Adjusting Receipt Voucher
· Posting of Petty Cash Voucher.
II. MEMON MEDICAL INSTITUTE HOSPITAL
HR OFFICER





                       (Sep 2012 to Sep 2013)

Job Description: 

Software: Orical.
· Maintaining File Record up to date
· Maintain data of employees regarding their personal files
· Verify attendance, hours worked, and pay adjustment and, post information 
to designated records.
· Making pre employment Medical Checkup letters
· Also Making Appointment letter
· Also making ID card all employees
· EOBI and Social security card
· Send out CV acknowledge letter
· Any other HR related document
· Complete all required document for new hires
· Preparation of full and final settlement
· Maintain the list of staff working in the organization (New hires. Terminations. Resigns Letter) and Direct Report to GM Human Resources.
COMPUTER SKILLS:- 

· Ms. Word





· Ms. Excel





· Internet.

WORKSHOPS / SEMINAR:- 

· Seminar on “Mutual Funds of Pakistan” P.C. Hotel                                         March 28, 2013
· Seminar on Examination Technique at I.C.M.A.P                                          August 30, 2013
· Seminar on  CMA Publicity  / Orientation                                                     January 30, 2014

CO-CURRICULARE & LEISURE ACTIVITIES:- 

· Reading Books.
· Part Time Teaching.
· Outing With Family and Friends.  

PERSONAL INFORMATION: -


Date of Birth          
         :   24-Dec-1984.
Language                
         :   Urdu and English 

Qualification                        :   B.Com.
