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	Dynamic, motivated, fast learner, and Hard Worker and with                                                                                           a positive perspective.
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CAREER OBJECTIVE 
To develop my personal capacity as well as a person who can deal with other people to different fields.
	QUALIFICATION


B.Com (Hons) 
Hailey College of Commerce (2006-2010) CGPA 3.21

I.Com

Unique College of Commerce (2003-2005) 

Matric 

Govt. girls high school (2001-2003)
	INTERNSHIP 


· I did work as an Auditor in Ernst & Young firm as an internee. 

	PROFESSIONAL EXPERIENCE


Middle East Automation & Controls Services (MACS)
Front Desk Officer
June 2011 to Jan 2012
· Handle Front Desk 
· Handle calls from outsiders  
· Checks Emails and  Fax
· Done responsibilities that assign to me by CEO and Manager
MAZCO Cash & Carry

Assistant Manager Accounts 
March 2012 to March 2013
· GL entries after verification of transactions  
· Daily Bank Reconciliation with bank statement
· Accounts Management

· Preparation of Financial Accounts on Monthly Basis
· Arrange funds for Payment to vendors and vouching all the payments processed
· Handling of petty cash up to Rs. 50,000/- only
· Keep record of Expense Accrued on daily basis.
· Any other specific responsibility assigned by the Manager

Group of Companies
Account Officer

April 2013 to Till

· Handling Sales Related  work in Software included inter-company sale of Feeds 
· Keep record of Sale of  Feeds
· Monthly Sale of Feeds Reconciliation

· Manage Parties Agreements

· Manage Parties Balances time to time
· Monthly Inter-company Reconciliation 
· Daily and monthly Bank Reconciliation with bank statement
· Assist in LC working

· Also Handling Insurance work of company vehicles, plant & building and Marine 

· Time to time update record of company’s Vehicles 

· Tax working which are assigned to me from my HOD within target time

· Working for a sale tax file return of company 
	SPECIAL QUALIFICATION


· Computerized Accounting (Peachtree )/ Quick Book
· Computerized Accounting (Light wave) 
· Inventory Control System ( Candela by lumonsoft) 
· Iye Soft with ERP Module

	COMPUTER SKILLS 


· MS Word

· MS Excel 

· MS PowerPoint

· HTML, CSS, JavaScript

	HOBBY


· Designing &  Painting
· Learning 
· Play Games
	PERSONAL INFORMATION


· Date of Birth: 27-10-1988
· Place of birth: Lahore, Pakistan

· Nationality: Pakistan

· Religion: Muslim

· Languages Known: English, Urdu

· Gander: Female 
· Driving/L valid: 13th June 2019
· Passport valid: 28th April 2020
	REFERNECE 


· On Demand
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