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	Objective: 
	Seeking a challenging career with a progressive organization, which will utilize my skills, abilities & education, and lead me to a successful position in my field.




Career Summary:  

	Work Experience
	5 Years as on October, 2010 


	Organization
:
	Jamshoro Joint Venture Limited

	Organization Type
:
	Oil & Gas Sector (LPG & NGL Extractor)

	Designation
:
	Audit Officer

	Location 
:
	Punjab, Lahore, Pakistan 

	Reporting to
:
	Chief Internal Auditor (Associate Chartered Accountant)

	Job Description
:
	During my employment period I have responsibility of following tasks and reports under the tag “Sales Accountant”.
· Checking of product dispatch form with weight bridge ticket

· Posting Dispatch Quantities in software

· Generating Sales Tax Invoices 
· Verifying  of sales tax invoices

· To issue quantity / rate based Debit, Credit Notes
· Debtors Ageing 

· Billing Cycle reports
· NGL export proceeds statement

· Prepare working for sales tax Return(sales tax Annexure)

· E filling of sales tax, production & Supplies returns

Stock Reporting
· Prepare product & location wise  stock report
· Prepare production losses report

· Yearly production analysis report

· Transporter’s  Logistic bill’s verification 

To recognize my passionate and dedicated work style, after two year, management transfer me additional responsibilities of Audit department under the designation of Audit Officer. Following job tasks were assigned to me.
· Checking of supporting Documents of all type of voucher’s 

· Reviewing Vouchers (payment, receipt, Journal) in accordance to SOP’s  of the organization 

· Reviewing the overdue Debtors & Suppliers 

· Reviewing staff advances

· Reviewing banks ledgers

· Prepare bank reconciliation report

· Verification of cheque books 

· Physical counting of cash in head office imprest account
· Verification of payroll sheets, social security & employees salary tax
· Finalizing Audit queries

· Drafting and submission of Audit report to Internal Auditor.

· Preparation of WPPF working. 
· Compute current maturity working of leased assets

· Prepare markup calculation sheet



Internship Experience

	Organization
:
	SKP consulting Limited (chartered Accountant firm)

	Designation
:
	Trainee / Internee 

	Tenure
:

	One year

	Location
	Lahore, Pakistan

	Reporting to
	Manager

	Brief Job Description

	· Developing COA (Chart of Accounts) of different clients

· Prepare sales and cost budgets

· Posting of bank payments, receipts,  journal Vouchers in Accounting software [SAGE Line 50]
· Reconciliation of debtors & creditors

· Bank reconciliation statements of different clients of the firms  

· Stock taking of the client companies 

· Maintaining Assets register 

· Maintaining sales tax register


Achievements & Awards

	· Implementation of computerized reporting module in Sales Department and developing controls over product sale, stock and loss reports.

	· Implementation of Itemized billing Cycle

	· Design and implement movement summary of Products.


Academic Education 

	Post Graduate Degree
: 
	MBA (Finance)

	Graduate Degree                        :
	 B.Com-IT

	Intermediate Education           :
	I.Com


Professional Certifications
	Course Name
	Institution
	Certification
	Year

	Training Certificate
	Intertec Business Systems
	Syros ERP Software
	2009

	Ms Excel Certificate
	House of Professionals (HOP)
	Advance Excel 2007  
	2009


Computer Software Operating Skills

	Software 
	Proficiency Level
	Last Used / Practiced 

	Word Processing
	Good
	Currently Using 

	Soft Presentation
	Good 
	Currently Using

	Outlook Express
	Good
	Currently Using

	Accounting Software (Foxpro, Syros)
	Excellent 
	Currently Using

	Database Management
	Good
	2003 & 2007


Interpersonal & Management Skills

	I am good in verbal, nonverbal communication, written presentation and managing documentations.

	· Believe in Synergy, integrity and harmony

	· Can manage work under stress

	· Can assign priorities to tasks / goals

	· Able to resolve personality disputes and having good control over emotions.

	· Liaison-ship, Monitoring and Disseminations are the management skills I own.


Personal Information

	
	

	Marital Status 
:
	Single

	
	

	Religion
:

	Islam

	Domicile                            :
	Punjab

	Language                          :
	English. Urdu & Punjabi

	Visa Status                        :
	Visit Visa




References

	References are available but furnished on demand 
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