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Objective

To occupy a position where I can work in a challenging and professional environment in the field of administration, purchasing or customer relations, and where I can utilize my background and skills that would contribute to the development of an organization.
Experience Summary

I have more than 4 years of experience in the profession of accounting, served as Asst. Accountant, handling Accounts and Administration work. Excellent in decision making and having strong sense of responsibility. Well versed in the preparation of MIS Reports.
Education


CMA. Cost and Management Accountant (Professional-stage)



2006 

ICMAP Institute of Cost and Management Accountant of Pakistan

B.Com. Bachelor of Commerce – IT






2005

Punjab University Lahore. (Scholars College of Commerce, Lahore Pakistan)
· Diploma in Business Management





        












· E – Commerce (One year computer Course)

Experience Details:


Recently working in 

Company       :     Marketing Company® Lahore Pakistan

Duration         :     Nov 2006 – Feb 2011
Designation   :     Assistant Accountant
Responsibilities Include: 

· Monitoring entire Accounts and Admin work.
· Co-ordinate with Sales team & attending monthly meeting accounts resolve issues.
· Great typing speed for Data Entry in different Payroll; Accounting methods.
· Investigates credit standing of new customers, arranges terms of payment, and follows up on collection of accounts.
· Responsible for accounts receivable activities involving tracing sources of error, correcting billing records, processing final billings, reconciling errors, accuracy of charges on customer's bills, investigating, granting, and controlling credit, and managing collection of accounts due.
· Ensure that data relating to the sale of and payment for such products is included in the finance system on an accurate, complete and timely basis.
Strengths
· Highly organized and dedicated, with a positive attitude.
· Able to handle assignments under high pressure and consistently meet tight deadlines.

· Have excellent oral, written and interpersonal communication skills.

· Thrive on working in a challenging environment.
Computer Software’s Skills
· Having experience in various accounting software packages, viz Crux accounting, Peach Tree accounts & payroll, Tally and other accounting software’s. 

· Great Knowledge About Microsoft Office 2007 (Word , Excel , Power Point , Access)
· Sound Knowledge in Graphic Software’s Like ( Photoshop , Corel Draw Print Artist etc)

Computer Hardware Skills
· Configuration and Troubleshooting..
· Installation of Computer Peripheral Devices.

· Installation of Internet and Internet Sharing.

· Installation of Windows Workgroup Model and Resource Sharing. Trouble shouting in Computer
Personal Information
Date of Birth:

October 31, 1983

Sex:


Male

Marital Status:

Single

Language:

English, Urdu, Punjabi

Nationality

Pakistani
Visa status                      Visit

interests
· Books Reading
· Photography

· Teaching
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