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PROFILE

A qualified, Talented, self motivated, enthusiastic financial management and accounting professional possessing a proven record of more than 6 years of working in private sector with small enterprises to large groups with diversified businesses, and making a significant contribution within financial administration/accounting and office management including HR issues, preparation of periodic financial statements & Budgeting. Also possessing excellent MS Office & IT skills, accounting and ERP packages and able to work in challenging environment. At present, looking for a higher position in finance/accounts with availability of personal and professional growth.

PROFESSIONAL EDUCATION

MSC Accounting & Finance                                                      



2007    

Bahauddin Zakariya University, 

Multan, Pakistan

Bacholar of Commerce (B Com)                                                                                      
2005
Bahauddin Zakariya University, 

Multan,Pakistan

OTHER QUALIFICATION

Oracle R-12 Financial E-Business Suit Training 
 

Oranet Solution

Mar 15, 2012 to Jun 07, 2012

· Essentials for Implementers.

· General Ledger.

· Account Payable.

· Account Receivable.

MAJOR COURSES & EXPERTISE
Financial Management





Investment Analysis & Portfolio Management

Financial Analysis





International Business

Advanced Managerial Accounting



Islamic Finance

Computer Applications in Business



Advanced Auditing

Business Research Methods




Management & HRM

International Finance





Advanced Cost Accounting

PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS

2008-2013
ASSISTANT TRAINER ACCOUNTS

            


  

MAY 2010 TO PRESENT


Punjab Irrigation and Drainage Authority
My roles at PIDA as an Assistant trainer accounts are as follows:-

· Pre-audit of payment claims.

· Preparation reconciliation statements of banks and reconcile of parties.

· Posting of all Vouchers in PIDA Accounting Software.

· Preparation of Statement of Expenditure & Payment (SOEP), a format designed for getting payment released from Project Management Office.

· Responsible for preparation of Budget and Forecasting of annual expenses.

· Responsible for timely Preparation & transfer of monthly salary.

· Audit & Inspection of POL, TA/DA and Office Expense Bills related to training of Management Committee of Farmer Organization and Field staff.

· Successfully facilitated audit conducted by Auditor General Office Punjab, Lahore.

· Supervise the preparation of annual demand for purchase of stationery.

· Manage repair and maintenance of office equipment’s and fixtures.

· Maintain inventory of project fixed items.

· Arrange holding of official functions, presentations, conferences and meetings.

· Responsible for conduct Training Session as per approved Schedule.

· To assist in maintaining safekeeping of all financial systems and documents.

· Audit of bills of LBDC Project received from field units and particularly from government contractors for release of heavy payments.


· Provision of on job training to junior staff and supervising sub-ordinate field staff.

· Arrangement of advances for training and elections of FO members

· Attended monthly meetings related to progress review of Institutional reform Capacity Building & Training Component of LBDCIP to analyze monthly expenses and to review progress and carry out other duties and responsibilities assigned from time to time.

· Maintain confidential documents of the department.
ACCOUNTS OFFICER          


                             

 
MAR 2008 TO MAY2010


Samdooz Pharmaceutical
My roles at Samdooz Pharmaceutical as an Accounts officer are as follows:-

· Handling of all billing and Accounting matters.

· Coordination with Manager Finance to make budgets.

· Performed the assignment of Assistant Manager Admin in Addition.

· Responsible to do internal Audit.

· To make effective business plans and take measurement to implemented them.

· To maintain account ledgers and books, accounts receivables, payables and inventory management on computer based accounting software.

· To carryout posting of the payments and ensure no errors is associated.

· To assist in preparation of payments to the service providers.

· To maintain and supervise purchase orders, payment approval and expense reports.

· To carry out other duties and responsibilities as assigned from time to time.

PERSONAL

Skills:



Communication skills, Ability to analyze and solve problems
Interpersonal skills and ability to interact well with people at various levels within the organization

Ability to lead and work with Team

DBMS, Win 2000 / XP / 7 / Software Installation, Internet & General Computer Applications skills

Microsoft Office, Peach-Tree, Tally computer based accounting software and training on Oracle Financial R-12
Interests & Pastimes:

Traveling, Dinning out, Listening Music, Outing with family.

Born:



May 20, 1983

Marital Status:


Single

Driving License:


Pakistan

Availability:


Immediately

Visa Status:


Tourist visa (Expiry date: 27th April)
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