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Curriculum Vitae

	Position Sought
	Assistant Accountant 
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	Career Objective
	To apply my accounting experience to a role in project accounting, and further develop my skills across different accounting areas to maximize my expertise and efficiency in the position.

	PERSONAL INFORMATION

	Birth Date:
	11-11-1989

	Gender:
	Male

	Nationality:
	Pakistani

	VISA Status:
	Visit visa 

	Marital Status:
	Single

	PROFESSIONAL EXPERIENCE

	Designation:


	Assistant Accountant
	     from 11th July 2011
	To 02nd February  2012 

	Organization Name:


	ESEN Europe Ltd

	Company Industry :
	Accounting and finance

	Location:
	601 Kenton Road , Harrow , London, UK

	City:
	London


	Work Description:


	· Making entries on daily bases  

· Managing accounts

· Prepare accounts for the return of quarterly VAT tax.

· Preparing accounts every 6 months

· Preparing other taxes

· Preparing accounts reports 

· Calculating employee  tax 

· Handling petty cash

· Handling bank statements 

· Coordinate and communicate from time to time with Finance Manager and billing team.

· Responsible for providing financial, administrative and clerical services.

· Processing and monitoring payments, and expenditures.

· Prepare, verify, and process invoices and coding payment documents.

· Manage record for the cheque received and cash collected.

· Maintain listing of accounts receivable and payable.

· Maintain the general ledger.

· Print and distribute monthly financial reports.

· Maintain stocks inventory files

· Maintain a filing system for all financial documents

· Ensure the confidentiality and security of all financial and employee files

· Perform other related duties if required.

· Balanced entries, organized documents and debits and credits, verified statements and totals with records

· Compiled information from company clients for the purpose of reconciling payments

	SKILLS:

	
	· Conscientiousness when serving customers

· Latitude and creativity in solving problems

· Excellent organization and interpersonal skills

· Flexible and quick learner, yet disciplined and detail oriented
· Computer proficient + experience with relevant technology/software and good at math

	EDUCATION:
	

	Institution
	· CAT (Certified Accountant Technician )
London college of accountancy LCA  London, UK
· Higher Secondary  Certificate

            FSC -  Intermediate : in physics, chemistry& mathematics  
            Sir Syed Science College Rawalpindi, Pakistan

· Senior Secondary School   

            Computer science 

            Blue Ribbon school Rawalpindi Pakistan

	Languages
	English , Urdu

	References
	Given as request



