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Personal Summary
To find a challenging position for best utilization of my professional experiences, competencies, capabilities, skills and qualification for my personal as well as organizational learning and development.

EDUCATION & Qualification
	MBA (Finance)
	2012-2014
	Institute of Business administration
	University of the Punjab,

	
	
	
	Pakistan.

	Post-Graduation
	2011
	Institute of Business administration
	University of the Punjab,

	Diploma(Finance)
	
	
	Pakistan.

	B.Com
	2008-2009
	Al Syed College of Commerce
	University of the Punjab,

	
	
	
	Pakistan.



Professional Background
FACES Pakistan- Formation Awareness & Community Empowerment Society
As Assistant Manager Finance
(September 1, 2011 to Onward)
Key Achievement/ Responsibilities
· Making BRS for checking accounts and reserve bank accounts 
· Checking of all transactions, generated from Customized Accounting Software (RS) 
· Preparation of the periodic accounts specifically cashbooks. 
· Interpreting and providing financial information 
· Assist the Manager for researching and reporting on factors causing financial deficits to organization 
· Assist the Manager to evaluate for cost-reduction/cutting opportunities 
· Developing external relationships with appropriate contacts, e.g. auditors, solicitors, bankers 
· Receive payment by cash, check and issue receipts, refunds, credits, or change due to customers (Cashier) 
· Producing financial reports (P & L Account & Balance Sheet) to meet the periodic deadlines 
CCIDE- National Commission for Inter Religious Dialogue & Ecumenism As Accounts Officer
(August 10, 2010 to August 31, 2011)
Key Achievement/ Responsibilities
· Preparation of all types of Vouchers. 
· Making entries into FIS customized accounting software (Data entry) 
· Maintaining and tally ledgers of suppliers and customers (Account Receivables and Payables) 
· Prepare cheques and ensure that they must be delivered. 
· Handling of Petty Cash as per Imprest System (Cashier) 
· Checking and Verifying and Reconcile Accounts Payables & Accounts Receivables. 
· Reconciling the Bank Statements with the Bank Book 
Agro Tractor (Pvt) Ltd As Sales Tax Officer
(March 15, 2010 to July 10, 2010)
Key Achievement/ Responsibilities
· Filing of Sales Tax Return. 
· Filing of Income Tax Return. 
· Refund of Sales Tax 
Syenthic Product Enterprises Ltd. As Trainee Accounts Officer
(August 16, 2009 to February 25, 2010)
Key Achievement/ Responsibilities
· Preparation of all types of Vouchers on ORACLE (ERP) 
· Accounts Payables and Receivables Management 
· Reconciling the Bank Statements with the Bank Book 
· Reconciliation of company Accounts Payables 
· Preparation of Bank reconciliations. 
· Stock Taking 

Trainings & Workshops
· Attended training on Capacity Building workshop under YISP (Youth Initiative of South Punjab) Programme funded by USAID. 
· Training on SAPI accounting software from Caritas Austria 
· Certified by the Greenacre Associates UK for Organizational Capacity Building in financial Management & Good Practices 
· Online Trainings organized by ASP through WEBINAR on different topics (Procurement, Fixed Asset Management, Financial Management, Cash Handling etc.) 
· Computer Software , Computer Hardware, Networking 
· Windows Operating Systems, Email & Internet Applications. 

CAREER PROFILE
· Detail-oriented, efficient and organized professional in accounting systems 
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions 
· Written and verbal communication skills 
· Highly trustworthy, discreet and ethical 
· Resourceful in the completion of projects, effective at multi-tasking 

PERSONAL INFORMATIOM
	Born on
	:
	10th December 1989

	Nationality
	:
	Pakistani

	
	
	

	Relocation Status
	:
	Open to relocation



Languages
	English
	Proficient in
	Speaking/Writing/Reading

	Urdu, Punjabi
	Proficient in
	Speaking/Writing/Reading



REFRENCES
Will be provided on demand.
