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career Objective

I am looking forward to join an effective organization of national or multi-national repute, which offers challenging job, competitive working environment and great opportunities to build a long term career. Having sound academic back ground, professional attitude, motivation to excel and other desired qualities, I will try to become instrumental in making that organization grow and achieve its goals.
Skills & Abilities:
· Outstanding customer service ability
· Excellent verbal communication and writing skills.
· Exceptional interpersonal skills to interact with all levels of staff and management.
· Excellent Accounts, Finance, Administrative and IT skills

· Ability to work with sensitive or confidential material and to maintain trust and confidentiality.
· Team player and can work well under pressure in a multi-diversified cultural environment. 

· Well organized individual & innovates own internal programs to minimize time & effort.

· Full knowledge of GAAP and IAS Accounting Standards.

Education
BBA: Bachelor of Business Administration    (Finance)                3.42 GPA
IBMS Peshawar Pakistan

Bachelor in Economics & International Relations    

University of Peshawar

Equivalency Certificate Master of Business Administration                
Higher Education Commission of Pakistan

Professional Experience

Worked as an Accountant in Pakistan Housing Authority, Islamabad, Pakistan 
April 2012 to Oct 2014

Job Responsibilities

· Preparation of Financial Statements like Balance Sheet, Profit & Loss, Cash Flow

· Prepares asset, liability, and capital account entries by compiling and analyzing account information
· Prepare forms and manuals for accounting and bookkeeping personnel, and direct their work activities
· Prepares receipts, vouchers and entering data into different Accounting software’s
· Prepares cheques and associated reports, as required in accordance with agency schedules
· Prepare and reconcile all accounts Payable sub-ledger journals for posting to General Ledger monthly
· Prepare accounting adjustment forms where required
· Bank Reconciliation and Voucher reconciliation
· Compute taxes owed and prepare tax returns, ensuring compliance with payment

· Establish tables of accounts, and assign entries to proper accounts
· Manages monthly Payroll

· Assisting in preparation of Budget

· Substantiates financial transactions by auditing documents
· Enter and reconcile cheques cashed to accounting software monthly
· Process all client or miscellaneous payments daily or as required to sub-ledger
· Refer overdue accounts to Director Finance for adjustments & monthly general ledger reconciliations
· Liaison with Internal Auditors & External Auditors

Worked as Accounts Assistant in Abdul Majeed & Co., Peshawar, Pakistan 
Jan 2010 to March 2012

Job Responsibilities
· Preparation of Financial Statements like Balance Sheet, Profit & Loss, Cash Flow

· Prepares monthly statements by collecting data; analyzing and investigating variances; summarizing data, information, and trends
· Prepare daily income/sales and prepare daily journal entry

· Prepare authorized refund vouchers

· Preparing statutory accounts
· Working with spreadsheets, sales and purchase ledgers and journals
· Managing petty cash transactions
· Reconciling finance accounts and direct debits
· Compile monthly reports

· Bank Reconciliation and Voucher reconciliation
· Calculating and checking to make sure payments, amounts and records are correct
· Daily bank receipts postings
· Liaison with Internal Auditors & External Auditors

Achievements In Educational Career:
· Got overall Grade A (80%) in exams throughout educational carrier.
· Got admission on scholarship in IBMS, Peshawar.

Certifications:

· Computer Course of Practical Training (CCPT)

· Presentation Skills Training Course (PSTC)

· Peachtree, QuickBooks, Tally 9, SAP (FICO), MAYOB, Oracle


· Advance Excel 2007, MS Office Advance 2007
Personal Information:
Date of Birth:

15 August, 1989
Gender:


Male

Nationality:

Pakistani

Marital Status:

Single 
Visa Status:

Resident Visa Transferable


Joining:


Immediate
Languages:
English (Fluent), Urdu (native), Arabic (Basic)

