[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



[image: image2.jpg]
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Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
PERSONAL INFORMATION:






Education:



 M.B.A. (Finance)
Work Experience:


 05 years
Date of Birth:   


13.11.1986
Religion:



Islam
Nationality:



Pakistani
Marital status:    


Single
Visa Status:



Visit Visa 
Languages:



English & Urdu
CARRIER OBJECTIVE:








I am looking for a suitable position to work as an active professional in a highly competitive and growth rich environment and to be a part of the challenging team which explore my potential and provide me the opportunity to enhance my skills and increase my knowledge with an intention to be more productive for the organization.
EDUCATION:








Master of Business Administration (M.B.A.):



2011


From Virtual University of Pakistan, Lahore






Bachelor of Commerce (B.COM):




2008
From University of Punjab, Lahore

Intermediate In Commerce (I.COM):




2005
Board of Intermediate & Secondary Education Gujranwala
Secondary School Certificate (Science Group):


2003
Board of Intermediate & Secondary Education Gujranwala
WORK EXPERIENCE:






Electronics: 






11/2 Year 
Head Office, Showroom, Sadar Cantt Sialkot.
Duties and Responsibilities:
I had worked in Electronics (Head Office) as Assistant Accountant for 1 year & Six month and my job responsibilities are as under:

· Perform routine Accounting function such as day to day transactions like preparing (JV, CPV & BPV etc) & post them into FQMS Software

· Reconcile and maintain ledger Accounts
· Preparing daily sales reports, Purchase reports & stock reports
· Maintain record file of the documents (like Purchase order, Delivery Order, Cash & Installment Sale Rate list)

· Coordination with Branches in solving daily problems

· Preparing Monthly Vendor Reconciliation & Bank Reconciliation Statements
· Cooperate with Accounts Manager in preparing monthly Profit & Loss Account.
Personal Assistant ITP / Accountant: 



31/2 Years 
Maan & Company (Tax Consultant & Practitioners) Paris Road Sialkot

Duties and Responsibilities:
I had worked as Assistant ITP in Maan & Company for 3 years & six months and my job responsibilities are as under:

· Responsible for preparing Invoices and booking of Collection

· Maintain proper books of Accounts /ledgers
· Managing routine matters related Bank and clients
· E-Filing / Submission of monthly sales tax Returns of clients

· Preparing & Submission of sales tax refund file and processing of the same

· E-Filing of monthly & annually Income tax deduction statements of clients

· Preparing & Filing of Annual Income tax returns of clients

· Manage Correspondence, letters emails & fax by utilizing appropriate technology and PC Applications

· Provide training to existing and new staff.
TRAINING & CERTIFICATION:






Internship Certificate of MFG Company:



2 Months
Nazran (Pvt) Limited, Rahim Pur Stop Wazirabad Road Ugoki, Sialkot
Internship Certificate of Bank:





2 Months
Askari Bank Limited, Paris Road Branch, Sialkot
COMPUTER / IT SKILLS:









Excellent knowledge of using various software and applications includes:
· Microsoft Office Word 

· Microsoft Office Excel

· Microsoft Office Power Point & Access
· Competency of using Internet and Emails

· FQMS Accounting Software

· Peachtree Accounting Software
· Tally ERP Accounting Software
· Manage Computer Hardware, Software Installation and Troubleshooting
· My English Typing Speed is good.

INTEREST AND ACTIVITIES:









I am deeply interested in surfing and browsing the Internet, Playing Cricket and Computer Games.
REFERENCES:








Available if required.

