CV No: 993486
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686 
(M.Com & MSC Communication)

Career Objective:  

To work in a competitive and challenging working environment to contribute the best of my ability towards the growth and development of a progressive firm as well as personal growth within defined ethical and legal boundaries. 
Profile Abstract:  
· More than Three years of progressive Accounting, HR and Office Management experience

· Proficient with MS Office, Windows, Tally and the Internet

· Ability to achieve Immediate and long-term goals and meet operational deadlines
· Sound knowledge in accounting, HR and Administration
· Good analytical, communication and presentation skills with hands on experience in preparing financial and management accounts

· Can learn in minimal supervision
Core Competencies: 
· Accounting

· Human Resource
· Business Development
· Office Management

· Sales & Marketing
Educational Qualification:
	
2012
	
MSC Communication Studies
	Institute of Communication Studies University of the Punjab, Lahore Pakistan

	2010
	M.Com / B.Com (Hons)
{Majors in Finance & HR}
	Hailey College of Commerce, University of the Punjab, Lahore Pakistan

	
2006
	FSc Pre Engineering
	Lahore Board of Intermediate & Secondary Education Lahore, Pakistan

	2004
	Matriculation
	Lahore Board of Intermediate & Secondary Education Lahore, Pakistan


Trainings and Diplomas:
	
2012
	
Media Training Course 
	
South Asian Media School (SAMS)

	2012
	1, week Event Management training at International Foundry and congress Exhibition
	Pakistan Foundry Association Pearl continental Hotel Lahore

	
2012
	1, Year communication training Program
	PU FM 104.6, University of the Punjab, Lahore

	2010
	6, Months training as Internee in Bank
	National Bank of Pakistan in Lahore

	
2006
	Project Based Training of Windows XP, Office XP, Internet & E-Commerce
	Peak Solutions Institute Lahore, Pakistan


Work Profile: 
1) Accounts and Secretary ERP (Enterprise Resource Planning) in Engineering (Pvt.) LTd. Lahore, Pakistan.
2012-Updated
· Perform daily accounting transactions such as creating & posting vouchers.

· Accurately record cash transactions.

· Day to day banking activities
· Maintain Accounts Receivable & Payable ledgers, checking, verifying and posting supplier invoices.

· Prepare Statement of account, fully reconciled & supported with relevant and original approved documents.

· Prepare monthly / weekly and other periodical financial reports.

· Ensure appropriate approvals prior in all type of payments like advance, utilities, rent, fuel, suppliers & other cheques, etc.

· Payment Follow-Up and Preparation of cheques

· Calculate payroll related calculations including deduction, staff benefits etc.

· Prepare debtors’ listings & constantly follow up for payments.

· Check customers’ credit ratings & advise the management accordingly.

· Bank reconciliation and reconciliation of debtors and creditors

· Coordinate with bank authorities, auditors and ensure proper compliance with all statutory regulations & company policies & procedures.

· Handle purchase & sales transactions.

· Filing and safe keeping records and documents

· Maintain file and office register

· Prepare leave schedule for the staff
· Establish, maintain, and coordinate the implementation of Accounting and Accounting control procedures.
· Engage with the ERP support team as in providing requirements, testing support, etc

· Coordinate ISO and ERP Departments.

· Maintain Record of ISO & ERP departments.

· Prepare agenda & Minutes of Meetings and circulate to all the departments.

· Maintain assignments records regarding ERP project.
2) Incharge Recruitment and Selection plus Accounts Officer and Commerce Teacher in Cantt College of Education Lahore, Pakistan
2010 – 2011
· Compile and Analyze financial information to prepare entries to Financial Accounts, such as General Ledger Accounts, and Documents Business Transactions.
· Perform account reconciliations for key balance sheet accounts on a monthly & quarterly basis
· Short listing of potential candidates.
· Scheduling of Interviews.
· Preparation of Job Advertisements for Newspapers & Web Portal.

· Prepare and conduct written tests.

· Human Resource Planning.
· Human Resource Budgeting.
· Handling of Performance Appraisals and Promotions.
· Review of Recruitment & Selection Policy.

· Present Office Notes & Salary Break-up’s to CEO and President for approval.

· Handling bulk Data Bases
3) Head of Commerce Department & Accounts Teacher in Peak Solution Institute Lahore, Pakistan
2009-2010

· Deliver Cost Accounting, Financial Accounting and Advance Accounting Lectures to Graduation Classes.

· Initiate, Facilitate, and moderate classroom discussions.
· Conduct Seminars and Lectures regarding Accounts and business related.

· Evaluate and Grade Students class work, Assignments, and Papers.
· Maintain student Attendance records, Grades, And other required Records.
· Manage Administrative Activities with Admin officer.
· Manage all student affairs. 

Major Projects: 
1. Detailed project on “Islamic Banking” focusing Meezan Bank.
2. Final dissertation/Thesis on “National Bank of Pakistan” 

3.  Advertising campaign of “Saba Beauty Soap”_ Visual Ad, Print Ad, and Marketing Strategies.
4. Director in Talk show “APNA MAKAM PAIDA KAR”.

5. Director Short film “SAIBAAN” in final Project of MSC.

6. Radio Final Project “KOMI PARCHAM KI KHAHANI”
Interpersonal Skills: 
· Strong analytical decision making and information gathering skills

· Excellent forecasting, time management and communication skills

· Extensive experience in public relations and dispute resolution

· Strong problem solving, people management and interpersonal skills

· Self-started, quick learner, dedicated and committed

· Highly proficient in research and manual writing

Computer Proficiency: 
· MS Office ( Word, Excel, PowerPoint )
· Internet Browsing and Surfing 

· Software installation

· Windows Installation
· Computerized Accounting

Personal Information
	
	

	Date of Birth
	March 28th 1988

	Nationality
	Pakistani

	Hobbies

Marital Status
Visa Status


	Cricket, Books Reading, Internet surfing
Single
Visit or Tourist


	
	

	
	



Languages Skills
· Excellent Communication skills with fluent writing, speaking and reading of English and Urdu
· Excellent interpersonal and communication Skills
Diversified Achievements: 
· I remained the part of every extracurricular activity at School, College and University level.

· Best Event Management Award in Medicare Carnival 2013, Held in Ladies Club Model Town Lahore (February 2013) 

· Best Performance Award in 4th International and Foundry Congress Exhibition Held in Pearl continental Hotel Lahore Pakistan. Arranged by Pakistan Foundry Association (PFA) (DEC 2012)
· Declared “Best Student of the Year” for Session (2011-2012)
· Won all Pakistan “Kalam e Iqbal Singing Competition” at University, College and School level. (Up till 2013)
· Declared “best Naat Khwan in University of the Punjab” for the years  (2008- 2012)

· Won “1st position in Annual Student week Naat competition” arranged by Minhaj University Lahore. (2009 & 2011) 
· Bundle of Achievements in Extra Curricular Activities in whole of academic Career up till 2013
DECLARATION

I, do hereby declare that the above given information’s are correct to the best of my knowledge and belief. I will produce all supporting documents in original on demand. 
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