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OBJECTIVE












(
To seek excellence in Finance & Management profession, Growth in career and to be associated with reputable and flourishing organization to obtain challenging position to utilize my skill and attributes to the fullest potential.

EXPERIENCE












Mar-11 till May-13





Karachi
Accounts Executive
Reporting to: Manager       Finance / CEO
· Authority to sign Invoices and managing funds in different banks.
· Performs Accounts reconciliations by comparing ERP reports and source repots identifying all variances and reconciling items. 
· Follow-ups of overlapped debtors with the department heads.
· Examining and analyzing trial balances for different business units.
· Reconciliation of the sub ledger, ensuring correctness of invoices / revenue generated and other transactions performed are accurate and comply with financial requirements.

· Monitor bank statements and preparation of bank reconciliations.

· Maintain the analytical report in Month End Closing.

· Prepares financial entries in ERP and Foxpro Software. 
· Contributes to month-end close process to ensure timely and accurate financial data.
· Liaising with bank and preparation of bank correspondence.

· Maintain the Payroll, Incentives and Income Tax of all Employees.

· Maintain the Return of Sales Tax on monthly basis.

· Ensure all documents are filed and maintained in organized manner.

Nov-07 to Aug-09
Access Group


Karachi


 

Accounts Officer


Reporting to: Finance Manager
· Preparation of monthly accounts for management.

· Prepare and maintain Budgeted Cash flow report.
· Responsible for negotiated with bank the foreign remittances.
· Responsible for maintaining debtors aging report.

· Looked after procurement; negotiate rate internationally. 
· Responsible to manage insurance of Fixed Assets.

Oct-05 to Oct-07

Hilal Confectionery (Pvt.) Ltd.
Karachi




Assistant Accountant


Reporting to: Accountant
· Preparation of Payroll and submission of monthly statements to LTU.
· To prepare monthly & Annual Return of Income Tax.

· To maintain schedule of depreciation of our Fixed Assets.
· To maintain the report of stock taking on semi annual basis.
· To maintain the financial records in computerized accounts. 
Apr-03 to Sep-05

Paragon Advertising (Pvt.) Ltd.
Karachi



Accounts Assistant     
  Reporting to: Chief Accountant


(
To assist in preparing and finalizing the account of the company. 


(
To maintain the schedule of APNS (All Pakistan Newspaper Society).




2002 & 2003
Engro Chemicals Pak. Ltd.
          Karachi
Assistant & Supervisor 

 Reporting to: Asst. Manager 

· Assisting in preparing the quarterly plans and Annual Budget.

· To supervise the shipment of fertilizers (DAP, MAP) on KPT.
· To prepare daily report of shipment for management.

ACADEMIC AND PROFESSIONAL QUALIFICATION




INSTITUTE OF COST AND MANAGEMENT ACCOUNTANTS OF PAKISTAN

(
Partially cleared papers of Stage I and II
MOHAMMAD ALI JINNAH UNIVERSITY
(MBA-Finance)






(
Completed MBA in July 2013.
· Maintain the Analytical Report of stock listed company (Ibrahim Fibres) in Introduction to business & finance.
· Analysis of Oil and Gas Sector of Pakistan in Corporate Finance and Port Folio Management.
· Worked on Capital Budgeting in Project Appraisal.
COMPUTER LITERACY











(
One Year Computer Diploma


NCR Education Center

(
A+ Certification




Infotrain Education Center
(
Peach Tree





Accounting Software

(
MS Office (Good in MS Excel)
(
Works in all Windows based Packages.
(
Good Communication and correspondence skill.
(
Done IELTS.

HOBBIES / SOCIAL / OTHER ACTIVITIES







(
Analyzing the financial records of different Blue chip companies in Pakistan.                              
(
Playing Cricket and Snooker.


(
Reading Books and Daily Newspaper.

PERSONAL PROFILE











(
Date of Birth




10th December 1980.

(
Marital Status




Married. 

 








