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CV No: 1387464
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686                                                                                                                                                                                            
                                                                                                                                      I did MBA in Finance and B com (bachelor of Commerce), I am familiar with accounting process up to finalization and I have Four years work experience as accountant in Pakistan. 

             I am familiar with accounting software Quick Books, Peachtree and Tally ERP 9
I am on visit visa which valid till 20th April 2014.
I would like to bring this knowledge and experience to your organization and would be grateful if you could take time to review my resume. 

                                                                                                                          
CAREER OBJECTIVE
Committed to work in potentially competitive environment. I seek a challenging career that utilize my skills and abilities and provide an opportunity to work in a professional environment. I solemnly believe in hard work and devotion and hence, offer my services to the best of my capabilities.


                                                   
ACADEMIC PROFILE  
Master in Business Administration: Major in finance from Hazara University Mansehra         Year 2013. CGPA: 3.53 out of 4 

Bachelor of Commerce: Major subjects: Financial Accounting, Cost Accounting, Business Communication from Hazara University Mansehra in year 2009.                                                                              Percentage: 66.64%
Diploma in Business Administration: Major Subjects: Financial Accounting, Salesmanship, Economics, Auditing from NWFP Board of Technical Education Peshawar in year 2007.                     Percentage: 60.85%






                       
Matriculation: Major in Science from Board of Intermediate Secondary Education Abbottbad in year 2005.                                                                                                        Percentage: 71%
PROFESSIONAL 
EXPERIENCE 


COMPANY: TRANSPORT HEAD OFFICE HARIPUR. 





(September, 2009 to December 2012) 











 ACCOUNTANT













 Job Descriptions
· Analyze and transit the manual records to the computerized accounting software.
· Preparing spreadsheets. Preparation of ledgers & regular accounting.
· Responsible for performing monthly closings and creating chart of accounts.
· Preparation of trial balance, Income statement and balance sheet.
· Responsible for monitoring and managing the company’s cash flow.                                                                        

· Preparation of staff attendance, maintaining leave records for the employees                                                                    

· Using accounting tools wherever necessary 
· Petty Cash Management & Cash book Reconciliation.                                                                                                                                 

· Dealing with Debtors & Creditors & preparing their Reconciliation Statements                                                        

· Preparation of Income & Expenditure Statement                       

· Handling payroll of 200 employees

· Dealing all official matters with bank and preparing bank reconciliation statement.

SCHOOL: THE ISLAMIC EDUCATIONAL ACADEMY HARIPUR                                                                (January, 2013 to February 2014)                                                                                                               ACCOUNTAN T                                                                                                                                                                 Job Descriptions
· Examine statements to ensure accuracy.
· Preparation of trial balance, Income statement and balance sheet.

· Dealing all official matters with bank and preparing bank reconciliation statement.                                        

· Preparation of staff attendance, maintaining leave records for the employees.                                                                   
· Preparing Fee slips of the students.                                                                                                                                             

· Dealing all the administrative matters of the school.                                                                                                                 

· Keeping all students fee record separately.                                                                                                                          

· Dealing with the parents of the students.                                                                                                                                        

· Preparing and maintain all the official documents of the school.
COMPUTER SKILLS
 
   Windows:

Window XP, Window 2000, Window 7, Window 8         Accounting Software:  
Peachtree, Quick Books, Tally ERP 9                                                   Office Automation:
 
MS Word, MS Excel, MS Power Point
LANGUAGE




English















Urdu















Hindko
EXTRA CURICULAR 
ACTIVITIES 



Good interpersonal and communication skills.










Web Surfing 














Reading books, magazines and articles
PERSONALITY TRAITS


Strong motivational and leadership skills.










Exceptional client handling skills.











Ability to work individual as well as in team.










Ability to work under severe pressure, to get along with everyone. 







Excellent communication skills
PERSONAL
 INFORMATION
             
    
                










      Date of Birth:
                13/03/1988










      Religion:


  Islam











      Marital Status:
              
  Single











      Present Address:         
  Alwasal Satwa Road Dubai (U.A.E)








  
Reference can be furnished as per required.[image: image1.png]



