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	Personal Details:

	Marital Status:                                                     Single
Nationality:                                                         Pakistani
Religion:                                                             Islam
Visa Status:                                                        Tourist Visa Till 10th February, 2015


	Career Profile:

	“A dynamic and results oriented professional who aspires to reach the highest possible level in the profession. 
A self-driven team player with quality experience acquired through several challenging job roles and who is able to work independently with no or minimum supervision.”




	Academic and Professional Qualifications: 

	Year
	Institution
	Degree
	GPA/Percentage

	2010
	National University of Modern Languages
Islamabad, Pakistan
	MBA
(Master in Business Administration)                             Specialization in Finance
	3.47/4.00

	2008
	Islamia University Bahawalpur, Pakistan
	B.A. 

Economics 
	56%


	Work History:

	Duration
Employer

Role/ Position

Reason for leaving

2 Months (Internee)
Kohinoor Mills Limited. Lahore, Pakistan.
Internship

Accounts/Finance
Promoted
Major Learning
· Posting of creditors invoices

· Creditors reconciliations 

· Preparing cheques for payment

· Auditing
· Daily banking of cash & cheques

· Maintenance of Cheque Register
· Bank reconciliation
· Preparation of Monthly management reports

· Daily banking for both cash and cheque

· Preparation of Balance sheet summary 

Duration
Employer

Role/ Position

Reason for leaving

1.5 Years
Tariq Mustafa Ramzan & Co. Islamabad, Pakistan.
Accountant
Promoted
Main Responsibilities
· Preparation of Financial Statements i.e. from General Entry to Ledgers, Trial Balance, Profit & Loss account and Balance Sheet.
· A/R, A/P handling and management.
· Banking dealing and coordinating banking transaction of the company
· Preparation of monthly statements as per the company requirements.

· Payroll accounting administration
· Petty Cash Handling.

· Organizing Internal Audit to all accounting record & data.
· Registering all accounting entries using Accounting Software.
Duration
Employer
Role/ Position
Reason for leaving
1.8 Years
Velorium International Lahore.
Accountant
Promotion
Main Responsibilities:
· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.
· Coordinating Banking activities of the company and transactions through banks.

· Payroll job duty

·  Establish tables of accounts, and assign entries to proper accounts.

· Conducting periodic audit to ensure the accuracy of accounting records. 
· Prepare forms and manuals for accounting and bookkeeping personnel, and direct their work activities. 
· Compute taxes owed and prepare tax returns, ensuring compliance with payment, reporting and other tax requirements.
Personal Skills:
· Self-motivated and goal oriented

· Ability to take independent responsibility as well as be a productive team member

· Able to work with  people at all levels

· Ability to perform under pressure, positive and problem solving skills

· Deadline Oriented
· Committed team player and listener / Effective communication skills

· Innovative and willingness to learn

Computer Knowledge:
· MS-Windows 7, 8 (installation and Operating System)
· Tally &  QuickBooks, Peachtree
· Microsoft Word 2010 ,MS-Outlook

· Microsoft Excel advance

· Microsoft PowerPoint


Interest & Hobbies:

· Reading

· Web Surfing

· Current Affairs, General Knowledge, Media, Movies & Music
· Cricket
Languages:
·  English 

· Urdu

· Punjabi
· French (Familiar)
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