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OBJECTIVE
Looking for career oriented position where I can fully utilize my experience, market Knowledge, skills to serve the firm to the best of my efforts to increase profit of organization.
PROFESSIONAL EXPERIENCE
DENTAL COLLEGE ISLAMABAD (01/07/2014 TO DATE)  

Accounts Officer
Key responsibilities

· Make entries of voucher in software( Peach tree)

· Prepare accounts of company

· Provide data for audit

· Check the all necessary transaction entries

· Guide juniors to eliminate errors

· Provide trail balance to the auditor

· Prepare salaries 
DENTAL COLLEGE ISLAMABAD (05/06/12 TO 31/06/14)  

Accounts Assistant 

Key responsibilities

· Maintain payment record

· Received bills from procurement

· Assist Accounts officer & Manager Finance for preparation of necessary documents.

· Disburse salary to different departments

· Prepared hard copy of ledger

· Prepared Cash Book

SILVER SURGICAL COMPLEX PVT LTD (12/02/2012 TO 31/05/12)
Key Responsibilities

· Manage sale record

· Collect payments from clients

· Handle petty cash

(IFTHIKAR ALI & CO) 1ST January 2011 to 31th December 2011
Accounts-Senior (01/07/2011 to 31/12/2011)

Key Responsibilities

· Supervised juniors on various matters of accounts preparation and tax matters.

· Identifying non compliance issues and identifying of business efficiency and effectiveness improvement.

· Prepared group accounts including consolidation of branches and subsidiaries and group cash flow statements.
Audit/Accounts-Semi senior (01/04/2011 to 30/06/2011)

Key Responsibilities

· Completed detailed audit   tests on sections f the audit including bank, fixed assets, sales, salaries, profit & loss, purchases, debtors and creditors.

· Drafted conclusions on the completion of tests identifying anomalies  and/or potential problems that have arisen.

· Attended stock takes

· Prepared the necessary schedules, using client books and records to enable completing of the bank/cash control account and the bank reconciliation including the analysis of payments and receipts on spreadsheets.

· Prepared and/or checked different ledger accounts if necessary.

· Posted year ended adjustments entries.

· Prepared fixed assets register.

· Recognized problems and ensured that these referred to more. 
Junior Accountant (01/01/2011 to 31/03/2011)
Key Responsibilities

· Prepared cash book analysis for receipts and payments and bank reconciliation.

· Prepared sales day book analysis, petty cash book and purchase day book analysis identifying expenses of capital and revenue nature.

· Prepared and agreed control accounts for purchase and sales ledgers, net wages, and sales tax control.

· Extracted trail balance there from, passed necessary journal adjustments for accrual and prepayments.

· Prepare all necessary schedules.

· Resolved simple queries and seek assistance from a more senior member of staff.

· Finally produced final accounts including profit & loss account, balance Sheet, and related notes to them. 

ACADAMICS
	Year
	Degree/Institute
	CGPA/Division

	2008-2012
	BBA(Hons)

International Islamic University Islamabad
	CGPA  3.48

	2005-2007
	Intermediate- I.C.S

H-9 College Islamabad
	 2nd Division

	2003-2004
	Matriculation

The White House Public school 


	2nd Division


SKILLS & EXPERTISE
· Fluent in English, Urdu writing and spoken.
· Efficient in presentation skills

· Sufficiently competent in using  Ms Office (Ms word, Power Point and Excel)

CERTIFICATES
· Effective Networking in Business Organization.
PERSONAL INFORMATION
	
	

	Nationality
	Pakistani

	
	

	
	

	Visa Status
	Tourist Visa 

	
	


