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PERSONAL INFORMATION
Nationality:

Pakistani

Domicile:

Punjab (Gujranwala)

Date of birth:           
03-Nov-1985

Religion:                   
Islam

Language:                
Urdu, Hindi, Punjabi, and English
Marital Status:

Single
Contact Information:
.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-
Objective:
A position in a leading and well reputed organization where my skills lead to the advancement and growth to the organization as well as my personal goals.
Experience:
· Three month training in NBP (National Bank of Pakistan) 
      Designation:



Organization:


 
      Internee



             NBP (National Bank of Pakistan)
· Key Responsibilities:
· Provide the basic information about banking products.
· Direct dealing with customers.

· Provide the information related the banking products for example accounts types, remittance types, credit types and terms and conditions of credit.
· Fill up the accounts opening form behalf of customers.
· Makes the banking application formats.

· Open and close the accounts in the bank software.

· Open the gold loan account.

· And provide the information about gold loan and its markup rates.
.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-
· Two years experience in  dyeing (PTV) Ltd.
     Designation:



   


 
     Accountant



                
     Period:




   Organization Type:
     (06, July 2008 –to- 30, June 2010)                      Manufacturing and Printing                    
· Key Responsibilities:
· Maintain the proper Books of Accounts:

· Make the payment in the behalf of workers:

· Prepared monthly and annual reports. Supervised timely submission and correction of ledger entries.

· Prepared Monthly reports with cost, volume and trend analysis of expenses for management review.
· Evaluated, designed and implemented new supporting requirements.

· Prepared Monthly Bank Reconciliation.

· Prepared monthly sales reports by invoice number and by buyer name.

· And provide the proper information about the inventory position.

· Daily base provide the financial position of the company to the director of the company.
.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-
· 1 year experience in Master Sanitary Fittings Industries LTD         
     Designation:



             Organization:


 
     Finance Officer                        
                          Master Sanitary Fittings Industries LTD
     Period:




            Organization Type:
     (1 July, 2010- to- 31, Aug 2011)                                  Manufacturing 
· Key Responsibilities:
· Performing vouching, verification and other tasks during audit assignments

· Controlling Financial affairs of the Company including arrangement of running finances from the Bank

· Supervising accounts department

· Preparation of periodical trial balances, financial statements such as trading, Profit and Loss account and Balance sheet.

· Arranging Running Finances from Bank(s).
· Properly Reconcile Debtors Accounts and Assure Maximum Return.
· Review & checking of outputs/reports for internal control purpose.
· Maintain the proper Books of Accounts:

· Prepared monthly and annual reports. Supervised timely submission and correction of ledger entries.

· Prepared Monthly reports with cost, volume and trend analysis of expenses for management review.

· Prepared Monthly Bank Reconciliation.

· Daily base provide the financial position of the company to the director of the company.
.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-
International Plastic Industries (Pvt) Ltd With Brand Name BOSS                                                                        
    Designation:



    Organization:

 

    Finance Officer
                                International Plastic Industries (Pvt) Ltd
    Period:


                 Organization Type:
    (1st Oct, 2011 –to date.)                            Manufacturing    
· Key Responsibilities:
· Properly Reconcile Creditors Accounts.

· Properly Reconcile Debtors Accounts and Assure Maximum Return.

· Timely Utilization of Dead Stock.

· Sign, Sale Order Forms after Looking Dealer’s History.
· Direct dealing to our company dealer,s.
· Make Assure Implementation On Company`s Sale Policy. 
· Make Assure to Clear All Employee’s Accounts (Advances).

· Disposal of Scrap of Company.

· Arrange the meetings of all the departments:
· Make the flowchart and solve the problems of finance
· And provide the monthly plane to the production department related to production:
WORKSHOPS:
· Time Strategic Management:

· Strategic Vision:

· Best Qualities of Leader:
· Best Qualities of sales man.
· Best way to Manage the Human Resource:

· Best Motivational tools:

· Communication Skills:

Education and Qualification:

MBA (Finance)                                                                2011
Institute of Virtual University of Pakistan, Gujranwala
B.COM (IT)                                                                     2007
Institute of  Punjab College of Commerce

"Gujranwala" Pakistan

I.COM (IT)                                                                      2005
Institute of  Gujranwala College of Commerce

"Gujranwala" Pakistan

Metric (Science)                                                              2003
Institute of  K.T. Model High School 
"Gujranwala" Pakistan
Software Exposure:
· Peach Tree Fundamental:

· Computerized Accounting:

· Diploma in Basic Computer Application:
· Microsoft Power Point:
· Microsoft Office Word:
· Microsoft Excel project:

· Operating Systems Microsoft Window 7, Vista, XP, 98:

· Disk Operating System:

· Microsoft Front Page 2000:

· Web Designing:

Skill Summary:
· Excellent interpersonal, communication skills and a strong belief in collaborative teamwork.

· Ability to plan, organizes, and reliably completes projects with minimal supervision.

· Capability to work under high stress.

· Evaluated, designed and implemented new supporting requirements.

I believe that:

"If a chance is given to me I can prove my abilities to the fullest, at the same time making a difference by being competitive and ambitious, using my managerial and technical skills, for the firm that I will be employed in."
