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Career Objective
​​​To obtain a suitable place in the hierarchy of the organization to fully utilize my skills for the growth of the company I'm working for. I'm also determined to enhance my potential through continuous learning and hard work in order to become a valuable asset for my employer and for my personal growth as well.
Area of Expertise

Computerized Accounting, QuickBooks, Peachtree, Tally, Advance Excel, General Banking

Personal Skills

Hardworking, Fast Learner, Ability to meet Deadlines, Time management skills, Communication Skills, Customer Services Skills and Computer Literate.
Work experience

Accountant

May 2009 – May 2014

​
· Preparation of books of accounts and financial statements as required by the Regional Office on monthly basis and at year end closing.

· Preparation and submission of proposed annual budgets to Regional Office and handling and recording Bank and Petty cash transactions on ERP accounting module.

· Being a purchase committee member reviewing and providing report to Branch Head, whether proposed procurement actions are in accordance with the company’s policy.

· Maintaining Accounts Payables and Accounts Receivables and making reconciliations as required.

· Withholding Tax deduction on payments and making deposits into the bank with in the due time.

· Drafting different letters for advances and reimbursement cases and keeping up to date records.

· Preparation of Audit and preparing evidence for it and submission of necessary information to Audit Department at Head office.

· Direct supervision of Maintenance Supervisor, Purchase Committee members, Office Assistant, Admission Officer and Front Desk Assistant.

· Handling new hiring cases through ERP module and submission of their documents to HR Officer of School Group Office.

· Assigning attendance schedule, leave schedule through ERP module to employees as per their cadre.

· Enrolling Staff on automated system and preparation and follow up of final settlement cases.

· Monitoring staff attendance time sheets generated by automated system and processing salaries.

· Responsible for applying online leaves on ERP module for custodial staff.

· Monitoring of staff probation period completion, documentations and submission of confirmation cases and contract renewal cases to HR Officer at School Group Office.

· Maintenance of employee old age benefit fund, disbursement of staff salaries, preparation of leave encashment documentation and submission to Finance and HR department of Regional Office.

· Preparation and submission of Health insurance and traveling claims of employees to Regional Office.

· Maintenance of staff personal and office files as per audit and company policy

· Handling of student admission , maintaining student files and dealing parents queries

· Dealing with critical fee defaulters and comparison of student attendance register v class register.

· Maintenance of section student strength.

· Dealing with annual printed stationery and maintaining its record.

Marketing Officer

National Merchandising Services




Oct 2005 – Sep 2006

· To give complete follow up to our clients for their demand for yarn and fabric through telephonic conversation and e-mail.

· To get prices of yarn and fabric of different blends from several spinning and weaving mills and quote them to our clients on daily basis , to secure orders from clients and place them to relevant mills and then to get those orders executed in time.

· To obtain payments from clients and keeping records of all transactions in hard copy and soft copy. 
Internee
National Bank of Pakistan, Lahore




Jul 2005 – Sep 2005

Making payment orders, demand drafts, telegraphic transfer and posting entries in the books of accounts.
	Professional/Academic Qualifications
	Subjects
	Awarding Body
	Year

	CIA 
	CIA (Certified Internal Auditor)
	IIA USA 
	June ,2014

(In Progress)

	ACCA
	Foundation Level
	ACCA,UK
	2006-2009

	B.Com
	Commerce & Accounts
	University of Punjab
	2005


Training Courses

	Courses
	Institute
	Year

	QuickBooks, Peachtree, Tally, Advance Excel
	KBM Training and Recruitment  (Chartered Certified Accountants and Registered Auditors)
	Sep 2014-Dec 2014


Languages& Interests

English, Urdu, Cricket & Social Media.

References:

Will be furnished on demand.







