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OBJECTIVE:
Seeking a Management position in competitive environment where, I could prove my expertise that I gained through my educational qualification and professional experience in the field of Finance and Accounts.

Key Skills:

· Excellent Communication Skill 

· Efficient Management and Leadership ability 

· Expertise with latest tools and techniques 

· Efficient planning and coordination of activities 

· Effective quality checking of final deliveries
· Excellent Time Management to finish the work scheduled on Time

· Business analysis and forecasting

· Strategic Account Management
· Business planning ,Costing, invoicing and budgeting 
· Computer  skills ERP, Peachtree, Quick Book and Microsoft office
Qualification:      

· MBA (Finance) 2009 
COMSATS Institute of Information Technology 2.81CGPA

· B. Com              2006        Islamia University Bahawalpur 

Career snapshot:                (Total Exp 7 years)
       Manager Accounts                                                         confidential          (2010 to 2013)

       Assistant Manager Accounts in Ittehad chemicals limited                       (2008 to 2010)
       Accounts Officer in Western Group of Technologies                                 (2007 to 2008)

       Assistant Accounts Officer in Chekkerz Pvt Ltd                                           (2006 to 2007)
Job Responsibilities:

· Responsible for all financial management aspects of company operation.

· Managed vendor accounts, generating weekly on demand checks

· Managed financial departments with responsibility for Budgets, Forecasting, Payroll, Accounts Payable and Receivable

· Manage organizational cash flow and forecasting.

· Supervise financial transactions on day to day basis.

· Reconcile bank account and investment statements on monthly basis.

· Prepare accounts of Employees Advances, Deductions and Tax.

· Prepares all vouchers, financial template and posting to financial software
· Provides technical support to field office in the areas of financial management 
· Responsible for the Preparation of Ledger, Trial Balance, Reconciliation Statements 
· Responsible for the monitoring visits at field office 
· Helps Project Manager and senior management on budget preparation and expenditure tracking
· Develop systems for effective and transparent use of project assets
· Update inventory of assets on regular basis
· Preparation of monthly statements, reports, expenditure sheets, received and payments of sub contractor’s and venders.

· Performs any other duty assigned by the chief executive or project manager
· Oversee the process of the following;
· Revenue and expenditure Sheets/Reports, Vouchers, Ledgers ,Reports, Cash handling 

· Bank Reconciliation statement, Issuance of bank Guarantees ,Bid bond Bid security 

· Provide leadership and coordination in the following;

· Accounting




Business planning 
· Financial matters



Costing/ invoicing



· Budgeting efforts of company

Administration
· Administered online banking function
· Monitored and recorded company expenses
· Performed general office duties and administrative tasks
Computer Skills:
· Well versed with the usage of computer like ERP, Peachtree, Quick Book and Microsoft office tools, Internet and email

· Knowledge and experience of IT strategy, Management Information Systems and systems integration.
Personal Information:

Date of Birth:

01 Feb, 1985

Nationality:


Pakistani
Religion:


Islam

Visa type:


Tourist visa (one month validity)

References:
Will be provided on request.
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