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	Objective:
	To work in a dynamic and challenging environment where I can utilize my knowledge, skills and talent for the growth of employer; by doing work effectively and efficiently; with discipline and honesty, to achieve the targets and upgrade my professional expertise.

	Area of Interest :
	  Accounts / Administration 


	Qualification

	Education 
	B.Com & B.A

	
	

	Work Experience                  
	Position                           
	   Organization                                   
	             Location

	Nov 2009 – Dec 2013
	Assistant Accountant
	 Enterprises
	        Karachi Pakistan

	Jun 2006 – Oct 2009
	Admin Assistant
	S. Jamil & Co.

	        Karachi Pakistan

	KOHISAR ENTERPISES

	Organization:
	Enterprises
	

	Business Area:
	Contrator General Order Suppliers
	

	Designation:
	Accountants Assistant
	

	Tenure:

	November 2009 to Dec-2013
	

	Area of Experience:
	Accounts
	

	Reporting to:
	Manager Accounts
	

	Brief Job Description:
· Collecting and reconciling accounts of customers and monitoring their credit limits
· Processing vendor and supplier invoices 

· Reconcile Accounts Payable debtors/Creditors Ledgers on monthly basis. 

· Recording Accruals of expenses

· Prepares payments and associated reports 

· Making and exercising measures to reduce admin cost of the company.

· Fixed Assets Management Costing and Depreciation thereof.

· Monitoring the Inventory Stock and insuring that control should be exercised throughout year.
· Correspondence with banks along with their Reconciliation 

	Organization:
	S. Jamil & Co.
	

	Business Area:
	Importers, Exporters,& General Order Suppliers
	

	Designation:
	Admin Officer
	

	Tenure:

	June 2006 to October 2009
	

	Area of Experience:
	Administration 
	

	Reporting to:
	Manager Admin
	

	Responsibility:
	Administrative 
	

	Brief Job Description:

· Preparation of Purchase orders and finalizing quotation of vendors after approval.
· Coordination with vendors for renewal of service agreements

· Processing of vendors monthly invoices for payment
· Handling of day to day administrative issues and keeping records of service / maintenance
· Keeping record of new purchase equipments in Web base inventory system.

· Handling of day to day distribution of equipments and arrangement of office supplies 

· Handling of inbound and outbound logistics activities.

· Responsible for maintaining office building (furniture and utility)
· Scrutiny of monthly utility bills and arranges its timely payment.


	Academics

	Certification / Degree 
	Institution / University 
	Specialization / Major 
	Passing Year

	B.Com 
	University of Karachi, Pakistan
	Commerce 
	2010

	B. A
	Shah Abdul Latif University, Pakistan
	Economics
	2005


	Computer Skills

	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	Word Processing
	Good
	Currently Using 

	Presentation 
	Above Average 
	Currently Using

	Outlook Express
	Average
	Currently Using

	Spread Sheet
	Good
	Currently Using


	Languages

	Skills & Abilities 
	Listening/Speaking
	 Reading/ Writing

	English
	Good in Listening & Speaking
	Good in Reading & Writing

	Urdu

	Excellent in Listening & Speaking
	Good in Reading & Writing

	Sindhi
	Excellent in Listening & Speaking
	Good in Reading & Writing
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