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OBJECTIVE

CARRIER PROFILE 

	EDUCATION




	Dec 2013 – Continue 
KASBIT UNIVERSITY

Sindh, Pakistan 

 

EXECUTIVE  MBA in FINANCE, 12 papers cleared from 3.5 GPA 



	Oct 2009 - Jul 2013

M.A Economics

Sindh Karachi, Pakistan 

 

Accounting / Economics, Master (MA), awaiting for result



	Aug 2006 - Feb 2009

Karachi University

Sindh, Karachi, Pakistan 

 

Accounting / Auditing, Bachelor(B.Com), GPA 2nd division



	March 2003 – Apr 2005
	Karachi Board
	Sindh, Karachi, Pakistan 

	 
	Intermediate from pre-engineering passed

	Apr 2000 – May 2002
	Karachi Board
	Sindh, Karachi, Pakistan 

	 
	SSC from Pilot Higher Secondary School

	

	WORK EXPERIENCE

	Sep 2011 – Still Continue 
Suzuki Plaza Motors (Dealership) of 
Pak Suzuki Motor Co Ltd

Karachi,   Pakistan 

 

RESPONSIBILITIES
 

ACCOUNTS

Preparation of Monthly Accounts reports. 
Proactively interact with the Vendors to ensure timely updating of the Accounting records relating to their payments, deductions and recoveries.
Responsible for preparing cash, bank and journal vouchers, their corresponding postings and Preparation of Financial Statements.
Preparation of Financial Reports & Financial statement.
Responsible for maintaining the GL of certain entities in QuickBooks system
Deal with the Company’s Bankers and ensure timely reconciliation of balances
PR, PO, Invoices, DFR & GRN.
Trial balance, Income statement, Absorption ratio sheet, Sales tax report, Purchase tax report & Balance sheet.
Responsible to prepare all required accruals and postings of those to the GL.
Ensure respective areas’ financial closing as per set deadlines.
Dealing with banks for any related transactions.
Perform cost and financial analyses, include among others; product costing, cost by component, variance analysis including the reason of such variances, profitability analysis and material pricing analysis. 
Planning and monitoring the timely preparation of all payment & receipts vouchers according to the credit period and verifying and forwarding the same for approval.

TAXATION

Recording all the payment by cheques & received by cheques after approval and disbursing the same. Extensive research on tax issues, new laws and provisions 
Prepared reports on tax laws.
Handled all kinds of tax returns including, corporate, partnership and individual
Recording of monthly electronic filing for sale tax deduction in FBR.
Closing of monthly records & fiscal year closing too.
Assists in the budget and forecasting preparation. 

AUDITING

Assists in the preparation of audit lead schedules and requirements.
Maintains an efficient filing system for clients and administrative files.
Maintains master client list. Issues new client reports and assimilates new clients into firm system
Responsible for analyzing business processes, information and new systems. 
Assisting Audit manager in Internal Audit.
Investigated handling of various transactions and accounts to bring out inefficiencies and fraudulent activities.
Scrutinizing Cash book, Bank Book, Financial Documents on a monthly basis.
Participated in special investigations and reviews including fraud and bankruptcy, employee and vendor misconduct.
Supervises selection, purchase and coordination of office furniture and accessories
Also doing the yearly internal audit, & yearly legal tax payments.



	 OTHER CERTIFICATES




	2013

 MBA Project meeting with (Marketing Director of Pak Suzuki )

Pak Suzuki Motor Co Ltd, Pakistan 

2013

Carnival Mega Campaign (plaza motor dealership)

Pak Suzuki Motor Co Ltd, Pakistan



	2012

INTERNSHIP CERTIFICATE

Dalda Foods Pvt Ltd, Pakistan 

  IT SKILLS

Windows & Office tools

· Operating system like Microsoft word, Power point & Excel Sheets. Internet (Browsing, Professional emailing ) Also use software program like Adobe il

Advance

Non-web programming languages

· Also familiar to working on accounting software. Computer scanning, mailing, printing. Compute sharing & drafting. Seda payment process on computer.

End-user skills, Advanced Ms- Excel and Word skills.
Advance



	

	SUMMARY


	 

LANGUAGES

	· Profile:
· Date of  Birth :
Female 
09/06/1987
· Nationality:

Pakistani

· Marital Status
Married
· Current position:

Senior Accounts Officer
· Company:

Suzuki Plaza Motors 
(5S Dealership)

 

(Reporting to: Deptty Manager, Manager)

  English

Spoken, written knowledge

 




Seeking an opportunity in a professional environment of chief accountant that promotes my personal & professional growth, where I can utilize my professional, knowledge, skills & capabilities. I consider myself a fast learner and a team leader. I feel that I can make a contribution to accounts and business department.











Detail-oriented, efficient and organized professional with extensive experience in accounting systems.


Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.


Excellent written and verbal communication skills.


Highly trustworthy, discreet and ethical.


Resourceful in the completion of projects, effective at multi-tasking.











