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CAREER OBJECTIVES

Having 16 years of progressive experience in Accounts and Finance within leading organizations in Gujranwala, Pakistan. To seek a responsible and challenging position in a professionally managed organization with ample opportunity for growth and organizational goals, I aim to build a strong career and prove myself in a recognized organization, and invest all my professional skills, qualifications, valuable experience to the optimum level to facilitate continued career growth and to produce best result for the organization.

· Excellent Administrative and Organizational skills           
· Experience of consolidations and financial reporting
· Problem solving ability

· Cross functional Relationship Management skills

· Strong Analytical & Computational skills
· Proficient use of MS Office and ERP/Tally
· Strong commitment to service excellence

EDUCATIONAL QUALIFICATION

· B Com – Bachelor Degree in  Commerce – Punjab  University, 1996
PROFESSIONAL QUALIFICATION AND COMPUTER SKILLS

· Office management  course 6 months

· Accounting software 

· EXCEL, MS WORD, Power point and Expert in Internet applications.

	PERSONAL EXPERIENCE

From 1998 to 2000
As an Accountant in NATIONAL SCIENCE COLLEGE leading institute of Punjab, Pakistan
· Maintain books of accounts 

· Preparation of Cash and Bank payment vouchers.

· Prepare Daily, Weekly and Monthly MIS Report.

· Prepare Income and Expenditure account.
· Handling of all stock inventory and office assets.

· Time keeping & basic administrative works/Follow up of management decisions.

From 2001 to2008
      In Crystal Furniture, Gujranwala, Pakistan

As a Accountant:
· Maintain books of accounts such as Creditors, Debtors, Payroll, Bank & Cash books.

· Preparation of Cash and Bank payment vouchers.

· Reconciliation of Bank accounts and Credit card Accounts.

· Prepare Daily, Weekly and Monthly MIS Report.

· Handling of all stock inventory and office assets.

· Time keeping & basic administrative works/Follow up of management decisions.

· Handling Invoices, LPO, Quotations and other documents & keep all files orderly.

· Managing a data base of all workers which include passport details, visa details etc.
From 2008 to 2014

       In Mills a leading organization in Pakistan
As a Senior Accountant:
· Checking all receipt bills and systematic filing of records.
· Preparing daily sales statement and submitting to the manager.

· Journalize all the transactions daily.

· Records all journal entries into proper accounts.

· Prepare profit and loss statement of the financial period.
· Also prepare balance sheet.
· Handling all legal documents(tax, excise etc.)

· In charge of training for the newly hired service staff and Cash. 
· Handling sales cash & petty cash. (Petty cash expense, vouchers, reimbursement).
PERSONAL DETAILS
   Nationality

: Pakistani
           Marital status
          : Married

           Date of Birth
          : 03/05/1975
           Languages                 : English and Urdu.

  Reference : Available upon request


