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	Visa Status
	Visit
	


	Skills: 
	Accounts:    Vouchers preparation, Invoices & Bills verification & generation, Suppliers payments, Direct expenses payments, Receipts recording, Monitoring Payments, Fixed Assets managment, Bank Accounts Reconciliation, Accounts Payable & Receivable reports & reconciliation, Sales reconciliation, Reconcile advances & Expenses accounts, Receipt & Payment detail, Cash Forecast, Financial Statements (Manufacturing company & Employees Funds), Management Reporting, Fund Management, Funds Report, Sales Tax, ERP(Oracle)     

	
	Human Resource:      Benefits running (Overtime, Leave encashment, Expenses re-imbursement), Attendance finalization, incentives & commissions calculations, Late coming deductions.


Educational & Professional Career Summary:
                          Graduate-B.COM, ICMA Finalist & around 5 years of Experience/practice in field of Accountancy 
                          & 1 year in HR. Worked on ERP-Oracle, Fox Pro, Bio Soft software’s & highly skilled in 
                          Microsoft Office. 
                          Proven experience in Accounts Payables & Receivables, Fund management, Accounts 
                          Closing, Various Reconciliations, Reporting, Planning of funds & Monitoring payments for 
                          Consistent accounting operations.

Work Experience 
	Organization
:
	Brothers (Pvt.) Ltd

	Organization Type
:
	Importers(Fertilizers ,Heavy Equipments) Services(Business Solutions, Agro)

	Designation
:
	Compensation & Benefit Executive

	Tenure
:

	Oct 2013- Nov 2014

	Brief Job Description
:
	· Process provident & gratuity fund payments;
· Receipts recording against PF & GF contributions 
· Finalize Provident & Gratuity Fund Financial accounts quarterly ;
· Bank Reconciliation & Cash Forecast; 

· Reconcile Receivable & payable Accounts;
· Funds analysis & process their investment in Government securities & mutual funds;
· Revalue funds quarterly & records dividends;
· Receipts & Payment detail monthly;
· Responsible for attendance finalization for payroll & Late deductions;
· Incentives & Commissions calculation of all sales team as per policy.

	Organization
:
	Hilal Confectionary (Pvt.) Ltd

	Organization Type
:
	FMCG (Manufacturers cake, candies, jellies etc.)

	Designation
:
	Accounts Executive

	Tenure
:

	Feb 2011 to Oct 2013 

	Brief Job Description
:
	· Recording of all purchases ,taxes and withholdings;
· Payment made to Suppliers;

· Analyze & Monitor aging detail & control Supplier’s payments;
· Invoice & pay other expenses (Transportation, utilities etc.)

· Return filing of Sales tax & process payments of sales & Withholding tax ;
· Preparation of balance sheet & Cash flow monthly ;

	
	· Reconcile & report bank accounts and sales tax monthly;
· Sales Reconciliation monthly.

	Organization
:
	Saleem Brothers Textiles Mills (Pvt.) Ltd

	Organization Type
:
	Manufacturers (Bed sheets, Curtains, Comforters etc) 

	Designation
:
	Accounts Officer 

	Tenure
:

	Oct 2010 – Jan 2011

	Brief Job Description
:
	· Maintain Fixed Assets accounts ;

	
	· E-filing of sales tax return involving purchases, imports, exports & sales;

	
	· Analyze & prepare sales tax reconciliation statement;

	
	· Recording of all domestic purchases, sales tax in journal vouchers;

	
	· Prepare Reconciliation of all bank accounts;

	
	· Investigate queries regarding GST return & deals with show cause notices;

	

	Organization
:
	Standard CNG (Pvt.) Ltd.

	Organization Type
:
	CNG, PG & HSD Seller 

	Designation
:
	Assistant Accountant 

	Tenure
:

	Jan 2010 – Sep 2010


Professional Certification & Academic Education 
	Sr.
	Certification / Degree 
	Institution / University 
	Specialization / Major 
	Passing Year

	1
	ICMA Stage 4
	ICMAP
	Management Accounting
	2012

	3
	ICMA Final
	ICMAP
	Management Accounting
	In progress

	2
	B.Com 
	University of Karachi
	Commerce 
	2007

	3
	I.Com
	Govt. College of Commerce & Economics
	Commerce 
	2004

	4
	SSC
	Nasra School Malir 
	Pre-Engineering 
	2002


Computer Skills and Other Abilities

	Sr.
	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	1
	Oracle (ERP)
	Excellent
	Currently using

	2
	FOX PRO (Accounting software)
	Excellent
	2011

	3
	Word Processing
	Excellent
	Currently using

	4
	Soft Presentation
	Above Average
	2009

	5
	Spread Sheet
	Excellent
	Currently using


Professional Development 

	
	Workshops / Seminars 
	Year

	1
	Hands-on Practice Sales Tax
	2013

	2
	Workshop on Communication & Interpersonal skills
	2013


Strength

	1
	Well verse of Accounting concepts, principle & rules   

	2
	Good knowledge of costing techniques & Variances 

	3
	Strong academic background

	4
	Quick learner, initiator, creative & innovative


Personal Information

	
	

	Date of Birth
	:  15-June-1987
	
	
	
	

	Nationality
:
	Pakistani

	Visa Status 
:
	Visit

	Language Competency 
:
	Urdu & English
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