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PERSONAL SUMMARY

An adaptable, resourceful and enthusiastic accounts & Admin officer who has extensive experience of having a wide level of general responsibility for monitoring and reconciling a company’s accounts and administration work. A strong communicator with excellent inter-personal skills and knowledge of KPI reporting and assisting in the production of monthly management accounts. Contributing extensively to team work and always displays a willing and helpful manner when resolving, analyzing and investigating various accounting discrepancies & as well as administration. Now looking to further an already successful career by working in the Finance or Administration department for an ambitious and expanding company.

PERSONAL DETAIL.
	Date of Birth

	03-10-1988.

	Language Known
	English, Urdu.

	Country of Residence
	ABU DHABI

	Nationality
	Pakistani


EDUCATIONAL QUALIFICATION.
 
MBA
           1st Division
Federal Urdu University Islamabad 
2010.


B.Com

1st Division
Punjab University


2008.


I.Com

1st Division
Federal Board Islamabad

2006.


Matric

1st Division
Abbottabad Board.


2004. 

WORK EXPERIENCE

1.  Bargain Booze Reading Berkshire UK (United kingdom) - Manufacturing Industry-
ACCOUNTS & ADMIN ASSISTANT


September, 2011- July-2013.

Working as part of a team that is responsible for making sure that the flow of costs and revenues

between the various projects, regions and people is accurately accounted for and managed.

Duties:

· Maintain all office systems in accordance to the prescribed standards in order to ensure smooth functioning at all time
· Handle customers on telephone and in person with queries and problem
· Train new employees in administrative tasks within the department
· Maintain records and file data according to category
· Oversee payroll systems to ensure smooth running
·  Communicate with management, staff, suppliers and customers to ensure a pleasant work environment
· Assisting the Accounts in a variety of business roles.
· Maintain Accounts receiveables,payables,payrolls 
. 

2. BS Company (smc-pvt) limited.
ACCOUNTS & ADMIN ASSISTANT


January 2011- June-2011.

Duties:

· Dealing with statutory returns. 

· Assisting internal/external auditors with queries.

· Chasing outstanding customer accounts.

· Resolution of invoice queries including credits.

· Assisting with sales / purchase ledger duties, cash books and payroll.

· Communicating clearly and effectively with the accounts team.

3. AL QURTABA TRADERS (PVT) LIMITED.

        ACCOUNTANT 





 JAN 2010 - Dec-2010.

KEY SKILLS AND COMPETENCIES

· Extensive knowledge of excel spreadsheets.

· Knowledge and experience of QuickBooks.

· Inputting invoices in software.

· Excellent customer service & communication skills. 

· Ability to handle large volumes of invoices.
  4.  Green tree pvt limited
Account assistant                                                                        june15,2007-dec 20,2008
