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OBJECTIVE:

With a work experience of 9+ years, I wish to offer my skills in accounting/book keeping to a mid or large size organization, thereby aiming to help the company to meet its financial objectives timely.
STRENGTHS:

Communicative, interpersonal, organizational, detail orientated, target orientated, able to manage a variety of tasks simultaneously, works well under pressure and in a team atmosphere… self-directed, self motivated and professional.
RESUME SUMMARY: 

	     Education: 
	B.Com, MBA (Finance), CIA (in progress)

	     Experience:
	9+ years working experience as an Accountant with Khyber spinning Mills + Lahore Medical & Dental College + Hostels of Lahore Medical & Dental College.

	     Qualified by:
	Accounts Receivable, Accounts Payable, General Ledger, Bank Reconciliation, Inventory Control, Payroll, Microsoft Excel, Peachtree, QuickBooks, Tally.  

	     Languages:
	English, Urdu, Punjabi
 


PROFESSIONAL EXPERIENCE:
	1)  Organization:
	Lahore Medical & Dental College-Hostels

	     Nature of Business:
	Medical, Dental & Pharmacy Education Services 

	     Designation:
	Senior Accountant

	     Tenure:

	November 2007 to date
 

	  Brief Job Description:
	· Managing students fee and dues receivable, receiving fee and issuing receipts/invoices to students; 
· Recording all the financial transactions i.e. Cash and Bank Receipt Vouchers, Cash and Bank Payment Vouchers, Journal Vouchers;
· Payment of vendors’ bills after getting them verified from Store and Receiving departments; 
· Handling petty cash and bank accounts;

· Preparing bank reconciliation statement.

· Reconciliation of receivable & payable accounts.
· Recording month end accruals

· Recording adjustments for Accounts Finalization.

· Preparation of Projected Income & Expenditure Accounts.

· Preparation of summary of Income & Expenditure.
· Other job related tasks and duties as and when required.


	2)  Organization:
	Khyber Spinning Mills (Gadoon) Limited

	     Nature of Business:
	Manufacturer of cotton & fiber yarn 

	     Designation:
	Accounts Assistant

	     Tenure:

	July 2004 to October 2007 



	Brief Job Description:
	· Participated for computerization of accounting function; 

· Recorded financial transactions;

· Monthly audit of factory payroll;

· Monthly stock taking & report of yield;

· Prepared budgets & reports of inventory procurement, consumption e.t.c. 

· Reconciliation of banks, debtors and creditors accounts;


ACADEMIC &/ PROFESSIONAL EDUCATION:
	Sr.
	Certification / Degree 
	Institution / University 
	Specialization / Major 
	Percentage / C.G.P.A.
	Division 

	1
	MBA

	Virtual University, Pakistan
	Finance
	71% /  3.37
	First

	2
	B.Com 
	Hailey College (P.U.)
	Commerce 
	62%
	First

	3
	I. Com
	Punjab College, Lahore
	Commerce 
	68%
	First

	4
	SSC
	F.G. School, Lahore
	Science
	79%
	First


COMPUTING SKILLS:
	Sr.
	Description 
	Proficiency Level
	Last Used / Practiced 

	1
	Microsoft Word
	Very Good
	Currently Using 

	2
	Microsoft Excel – Advanced Level
	Very Good 
	Currently Using

	3
	Microsoft PowerPoint
	Working
	2012

	4
	Internet, e-mail
	Very Good
	Currently Using

	5
	Accounting Software: Peachtree, QuickBooks, Tally & others.
	Very Good 
	Currently Using

	6
	Computer Software Installation & Troubleshooting
	Very Good
	Currently Using


PERSONAL INFORMATION:
Date of Birth:

6th January, 1981
Marital Status:
Married

Religion:

Muslim
Nationality:

Pakistani
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