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	Objective: 
	“To attain excellence in my profession while working in the organization with    challenging environment and providing opportunities for growth & development”




Professional Career Summary:  

	Professional Certification
: 
	Foundation-1& 2 and Professional-1 (3 parts) Completed from ICMAP

	Education
: 
	MBA (Banking & Finance), MA (Economics), B.Com 

	Work Experience
:
	Duration
	Organization & Designation 

	July 2008  to-date 
	COMPANY OF PAKISTAN LTD – Sr. Accounts Supervisor

	Aug 2006- June 2008
	PRIME SAFETY (PVT.) LTD. (ISO 9001:2000)

(A Division of Shahaz Group)- Accounts Officer

	May 2004- July 2006
	UNIVERSAL TRACTORS PAKISTAN (PVT) LTD -    Accounts Officer




Work Experience 

	Organization
:
	COMPANY OF PAKISTAN LTD.

	Designation
:
	Sr. Accounts Supervisor 

	Tenure
:

	July 2008  to-date 

	Location 
:
	Landhi Industrial Trading Estate, Landhi, Karachi, Pakistan

	Responsibilities        :
	Accounts Payable, Wages and Provident Fund 

	Brief Job Description
:


	· Process suppliers’ bills & check supports ie invoice, sales tax invoice, DC, P.O, GRN 

· Check quantity, rate with invoice & P.O

· Accrue bills and pass J.V for outstanding bills & maintain aging list on IBM based computer Software.
· Prepare payment slip, and deduct income tax if required. 

· Prepare cheques or contact bank for D.D/Payorder if necessary 

· Update computer database and pass Debit voucher for paid bills

· Dispatch cheques to suppliers along with covering letter

· Prepare income tax challan for the tax deducted

· Deal with parties on telephone or visiting to office

· Reconcile disputed bills for outstanding balance

· Reconciliation of bank statement with company ledger

· Handle all activities related to Provident Fund 

· Update Cash Book on daily basis & excess cash is communicated for investment
· Loan application working, cheques preparation, & disbursement 

· Members ledger checking for month wise posting with schedules of payroll

· Finalization of members’ ledger and provident fund accounts

· Get fund audited & arrange to issue member’s accounts statements

· Process contract workers’ payroll

· Check attendance card with attendance sheet

· Check & verify no. of days worked & leaves availed

· Verify calculation of EOBI & SESSI & submit the amount

· Check & verify summary of payroll 

· Finalize and prepare cheques and disbursement 

· Perform any other task assigned by the manager


	Organization
:
	PRIME SAFETY (PVT.) LTD. (ISO 9001:2000)

(A Division of Shahaz Group)

	Designation
:
	Accounts Officer 

	Tenure
:

	Aug 2006 – June 2008

	Location 
:
	Karachi Export Zone Authority, Pakistan

	Responsibilities
:
	General Ledger, Payroll, Incentives and Bank Reconciliation 

	Brief Job Description
:
	· Liaison with personnel department for payroll 

· Get  payroll audited from Internal Audit department 

· Full & final settlements of contract workers
· work related to cash management,
· Handle misc. cash  payment s & disburse salaries & incentives

· Prepare cheques of vendors, staff salaries, and other parties

· Maintain & manage Schedule of Supplier/Contractor payment

· Process medical bills & check limit of each individual w.r. to company policy

· Accounting with respect to accruals/charges

· Management of loan & maintain records for advances and imprest accounts

· Verify and process new advance and imprest approvals by management 

· Replenishment of imprest accounts 

· Follow up for adjustment of advances
· Update data into GL for Payroll & Revenue
· Monitor activities regarding transfer of funds  

· Bank reconciliations of Current & Deposit Accounts (08 A/c’s)  


	Organization
:
	UNIVERSAL TRACTORS PAKISTAN (PVT) LTD.

	Designation
:
	Accounts Officer 

	Tenure
:

	May 2004 – July 2006

	Location 
:
	Main Tariq Road, PECHS, Karachi, Pakistan 

	Responsibilities
:
	Sales Tax, Refund Claim and Vendors Payment

	Brief Job Description
:
	· e-filing of monthly Sales Tax Return 

· Prepare monthly sales tax refund claim file

· Prepare monthly sales & purchases registers, & sales tax invoices

· Keep check and balance of refund claimed & received 

· Deal with Sales Tax Department (Return, Refund & Documentation)
· Receive deferred memo from Sales Tax Deptt.& follow up vendors 

· Process bills of vendors for payment & maintain Payment voucher record 

· Reconcile banks and follow up debit & credit advices etc.  


Professional & Academic Education 

	Sr.
	Certificate/ Degree 
	Institution/ University 
	Specialization  
	Passing Year
	GPA / Div / %

	1
	MBA
	Muhammad Ail Jinnah University (MAJU)
	 Banking & 

Finance
	2009
	1st (3.11/4)

	2
	M.A
	University of Karachi 
	Economics 
	2004
	3rd (44%)

	3
	F-1,2 & P-1(3 parts)
	I.C.M.A.P.
	Accounting
	2001
	passed

	4
	B.Com 
	University of Karachi
	Commerce
	1999
	“1st “

	5
	F.Sc
	Karachi Board
	Pre-Engg.
	1997
	“C”

	6
	Matric
	Karachi Board
	Science 
	1995
	“B”


Diploma & Certificate Courses 

	Sr.
	Diploma/ Certification 
	Institution 
	Specialization / Major 
	Passing Year

	1
	Diploma in I.T 
	Modern Institute of Secretarial Sciences

Skill Development Council
	Computer Science
	2004

	2
	Certificate In English Language
	Pakistan American Culture Center (PACC)
	English Language
	2002

	3
	Certificate in Secretariat Training 
	Secretariat Training Center Gulshan-e-Iqbal, Karachi     
	Secretarial Training  
	2002


Computer Skills
	1.
	Microsoft Office
	
	


Remarkable Achievements & Awards

	Sr.
	Descriptions
	Year

	1
	Got Certificate of Recognition from Pakistan American Cultural Center (PACC). 
	2002

	2
	Received Scholarship for Rs.16,800/- on getting ‘First Division’ in B.Com. 
	2000


Co-curricular / Leisure Activities

	1
	Reading Books & Newspaper 

	2
	Playing Cricket & jogging

	3
	Browsing, Searching & E-mail


Personal Information

	
	

	
	

	
	

	Date of Birth                 :  
	24.06.1979

	Marital Status               :                    
	Married

	Religion                        :
	Islam
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