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	Visa Status:
	Visit Visa 

	
	
	
	


OBJECTIVE
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	To work with commitment and honesty to attain an inspiring and
	

	
	
	
	significant position in the field of ACCOUNTING and AUDITING by being a
	

	
	Personal Statement
	
	
	

	
	
	
	
	

	
	
	
	part of a proactive and growth oriented organization with the optimal
	

	
	
	
	utilization of my skills and knowledge.
	

	
	
	
	

	Summary
	
	
	


	
	I am an ACCA (finalist). I have also done B. Com Honors (Equivalent to

	
	M.Com) with 3.97 CGPA.

	Professional Summary
	I have experience of more than 24 months (>2 years) in the field

	
	of Accounts, Finance and Internal Audit. I have a good working experience

	
	of accounting soft-wares, especially Quick-Books.

	
	

	Experience
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MUSE



 Designation:
Accounts Executive
· Tenure: 5th June 2014 to 10th  January 2015 
	
	
	

	
	
	


· Responsibility:  Managing complete Accounting System using 
QuickBooks 
· Brief Job Description: 
· Financial management and Reporting using QuickBooks 
· Making daily  journal entries through QuickBooks 
· Preparation of Profit or Loss Statements on monthly basis 
· Monitoring invoicing, payment and recovery 
· Recording and processing Accounts Receivables and Payables 
· Preparing and managing payroll related activities 
· Devising and Implementing financial controls for factory and outlets 
· Internal Audit assignments like stock audits and other control activities 
· Preparation and submission of different reports as per CEO’s requirement 
· Managing Day to Day Petty cash Payments after getting proper supporting documents 
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MALCUS
&
MYRE



Employment with M&M as ACCA Trainee from January 2013 to May 2014.

Clients handled during the employment:
·  (Manufacturing) 
· Financial management and Reporting using QuickBooks. 
· Handling all accounting matters from vouchers to balance sheet. 
· Managing inventory and keeping accurate inventory count using QuickBooks. 
· Recording and processing Accounts Receivables and Payables 
· Monitoring invoicing, payment and recovery 
· Managing the Internal Audit Function 
· Devising and implementing controls 
· Audit of Inventory Stock on regular basis 
·  (Agriculture) 
· Financial management and Reporting using QuickBooks. 
· Handling all accounting matters from vouchers to balance sheet 
· Liaison with banks and handling banking matters 
· Recording  and  processing  Accounts  Receivables  and 
Payables 
· Monitoring invoicing, payment and recovery 
· Preparing and managing payroll related activities 
· Different Internal audit assignments including H/O Building Audit, HR Audit and Compliance Audit. 
· Carrying out regular audit of different branches of Akhuwat throughout Punjab to ensure effectiveness of their internal controls, financial records and reporting to management. 
· Preparing an impact assessment report of Akhuwat based on questionnaires asked from loanees to ascertain the impact on their living standards before and after taking the loan from Akhuwat 
· (Pepsi Lahore) 
· Physical verification of Company's Fixed Assets in Lahore and surrounding areas. 
· Ensuring that Internal Controls of Company is being followed by the distributors in their respective areas. 
· Internal audit assignment of PEEF 
· Fixed Asset Verification of Coca Cola International 


EDUCATION
	
	
	
	
	Status
	
	
	Finalist
	

	
	ACCA
	
	
	Ethical Module
	
	
	Completed
	

	
	
	
	
	Experience Requirements
	
	
	11 out 13 Completed
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Institution
	
	
	The University of the Punjab
	

	
	16 Years
	
	
	Degree
	
	
	B.com Honors (Equivalent to Masters in Commerce)
	

	
	
	
	
	CGPA
	
	
	3.97
	

	
	Education
	
	
	
	
	
	
	

	
	
	
	
	Specialization
	
	
	Finance
	

	
	
	
	
	Major subjects
	
	
	Accounting,HRM,OrganizationalBehavior,
	

	
	
	
	
	
	
	
	
	
	Operation Management, Strategic Management
	

	
	
	
	
	Institution
	
	
	Govt. Zamindar Degree College Gujrat
	

	
	INTERMEDIATE
	
	
	Year
	
	
	
	2005
	

	
	
	
	
	Type of Certificate
	
	
	ICS (Computer Sciences)
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	Grade
	
	
	A/ 1st division
	

	
	
	
	
	Marks
	
	
	771/1100
	

	
	
	
	
	Institution
	
	
	Private
	

	
	MATRICULATION
	
	
	Board
	
	
	B.I.S.E Gujranwala
	

	
	
	
	
	Year
	
	
	
	2003
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Grade
	
	
	A/1st division
	

	
	
	
	
	Marks
	
	
	666/850
	

	
	
	
	
	Type of Subject
	
	
	Arts
	

	SKILLS & CAPABILITIES
	
	
	
	
	

	
	ACCOUNTING SOFTWARES
	
	QuickBooks, Peachtree
	

	
	MICROSOFT OFFICE
	
	
	
	
	Have good command
	
	

	
	OPERATING SYSTEMS
	
	
	
	
	Win 9x, Win XP, Windows 7
	

	
	MANAGING CAPABILITIES
	
	Capable of working under stress
	

	
	
	
	
	
	
	Good analytical, leadership and interpersonal skills.
	

	ACHIEVEMENTS
	
	
	
	
	
	
	
	
	




SCHOLARSHIPS
DISTINCTION HIFZ-UL-QURAN



Received Merit Scholarship 4 Times from University Of Punjab during B.COM Hons. Always been a position holder throughout the academic career.
Completed Hifz-ul-Quran from Al-Jamia Madina-til-Uloom, Gujrat.


LANGUAGES
	URDU
	Have Excellent command

	ENGLISH
	Have Excellent command

	PUNJABI
	Have Good command


PERSONAL PROFILE
	
	

	Place of Birth
	Gujrat

	Date of Birth
	August 24, 1986

	Nationality
	Pakistani

	Marital Status
	Single



