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Accountant/ Assistant Export Manager
Dear Sir,


I have Bachelor’s degree in accounting with Certificate of Certified Accounting Technician (CAT) and completed some papers of ACCA and I have (3) years accounting experience with the tasks, duties and responsibilities focusing on developing, implementing and maintaining one or a combination of general accounting systems, Prepares journal entries, maintains and reconciles ledger accounts, Provides record of assets, liabilities and other financial transactions, Balances books periodically and prepares profit and loss, income and balance sheet statements.


In addition to my extensive experience, I have proven management skills and being a performance driven, strong interpersonal capabilities and ability to work cross-functionally with other teams enables me to build and maintain positive relationship internally and externally. Possess excellent written and verbal communications skills, strong analytical and problem solving skills, PC skills include Microsoft Word, Excel, Access and PowerPoint, and knowledge of accounting software is a plus. My broad background makes me an excellent candidate for this post.

Thank you for your consideration. I look forward to hearing from you to arrange an interview.



Sincerely, 

CAREER OBJECTIVE                                                                                                  

Seeking a career, this enables me to utilize my expertise and knowledge, providing me an opportunity for growth and helping me to prove myself as a valuable asset to the organization.
PERSONAL STATEMENT.

Dynamic leader and mentor, able to build team cohesion and inspire individuals to strive toward ever-higher levels of achievement. Exceptional client relationship and management skills; relate and interface easily at the top executive levels. Keen, in-depth understanding of Internet tool, technologies, companies, trends, and revenue models. Solid Background and Qualifications in all cores of financial matters.
EXPERIENCE

	Organization
	Designation
	Period
	Duties & Responsibilities

	Khurram Enterprises
Exporter

Lahore Pakistan

	Accountant and Assistant Export manager
(Reporting to Managing Director)
	February 2013 

 to November 2014

	* Prepare, examine, and analyze accounting records,  FINANCIAL STATEMENTS and other financial reports to assess accuracy and finalizing the accounts.

* Preparation of all general ledger accounts together with supporting transaction documents. 

* Handle complete books of accounts independently UP TO finalization including books of cash transaction, Bank reconciliation, Payroll and other related jobs. 

* A/c receivable follows UP; PREPARE cash flow 
* Statement customer-vendor Reconciliation Statement.
* Enter the invoice of creditors after preparing the age analysis, handle reconciliation of debtors and creditors accounts on monthly basis with control account.

* Update all accounts such as general ledger, Purchase ledger, Sales ledger, Cash book and stock ledger.
* Prepare payroll and distribute salary to staffs.
* Prepare monthly report such as Sales report, Collection report, Aged debtors and creditors, P&L account, Bank reconciliation statement and Trial balance.
* Reporting of cutting, stitching, folding, packing.
* Preparation of Packing list for export.

* Preparation of Form “E”, other advance payment documents and Bank documents for export.

	Nexus Consulting
Lahore Pakistan
	Accounts trainee
(Worked at Clients)
	July 2011 to August 2012

	* Preparation of cash report with bank daily basis and report to client. 

* Preparation of cash flow statement daily basis and report to client. 

* preparing forecast report every week with payments.

* Preparation of payment vouchers with cheques.

* Preparation bank reconciliation.

* Preparation payroll payments and distribute cash salaries to staffs.

* Preparation Vendor Reconciliation Statement in excel.

* Preparation of creditor’s age analysis.

* Handle reconciliation of creditor’s accounts on monthly basis with control account. 

* Preparation fuel Statement daily basis according to rate.

* Handle inter office reconciliation with station wise.

ALL REPORTS REVIEW WITH NEXUS CONSULTING AND CLIENT DAILY BASIS AND MONTHLY WISE. 

	CAREER CLICK UK
(Pvt)Limited

Lahore Pakistan office. 
	Marketing & Public Relations officer                     
(Reporting to   Regional Manager)
	July 2010 to  June2011
	* Communication and item of literature about study courses in different Universities of  UK with students and agents.
* Items shared with stakeholders like new releases, brochures, speeches.

* Relationship and reputation with agents and students        and other stakeholders in order to establish and maintain good will.


ACADEMIC QUALIFICATION

Association of Chartered Certified Accountants (ACCA)                   Skans School of Accountancy Lahore                                                                                                                              
Student
Bachelor of Commerce (B.Com)                                                            University of Punjab Lahore
Year: 2012

Certified Accounting Technician (CAT)                                                Skans School of Accountancy Lahore 

Year: 2011

Intermediate (Computer Science)                                                           Government M.A.O College Lahore
Year: 2008
Matriculation (Science)                                                                           Central Model High School Lahore
Year: 2006
COMPUTER LITERACY
MS-Office (MS-Word and MS-Excel)

Able to install, Configure & troubleshoot the Windows 98, Windows 2000, Windows XP, Windows 7,8

Proficiency in Internet Browsing 
Understanding of Accounting Software’s.
PERSONAL PROFILE

Date of Birth


October 4,1990.
Nationality


Pakistani
Language                               English, Urdu.                               

Marital Status
            Single 

Visa Status


Visit Visa valid till 23 December 2014   
