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Objective: 

Seeking a Position in Accounts & Finance to use my education & experience as an asset in growth of the Organization. The ideal environment will be professionally stimulating and will offer opportunities for career advancement.

Profile:

· Five years of experience in Accounts, Finance & Audit in Pakistan.

· Professionally qualified with Master of Commerce (M.com-Accounting) & also hold a Bachelor degree in Commerce(B.com)


· Good Communication skills in English, Urdu, Pashto, Punjabi & Hindi.

· Well versed in computerized accounting environment like Peachtree & Quick Book. 

· Proficient in accounts & finance functions.

· Possess strong analytical & problem solving skills, with an ability to make thought out decisions.

· Resourceful in completing projects & efficient in multi-tasking.

· Have the ability to quickly identify problems as well as provide appropriate solutions.

· Energetic & self-motivated with a high degree of cultural sensitivity.

· Can work under pressure & meet deadlines.

Employment History: 

Accounts Officer, Muslim Education System “Muslim College of commerce campus II" Peshawar KP, Pakistan                              (From Apr 2012 to May 2015)

Finance Officer,   Community Research & Development Organization, 
Peshawar, Pakistan                             (From Jul 2011 to Mar 2012)
Accounts Officer,  Al Khidmat Foundation ,Peshawar KP, Pakistan                         
                                              
                                                         (From Apr 2010 to Jun 2011)
Duties and Responsibilities:
· Monitoring of Accounts Department consisting of 05 personnel.

· Assuring the smooth operation of all Books of Accounts, Petty Cash, Bank -Reconciliation and all other cash-related transactions.

· Preparation of P&L and Balance Sheet and the analysis of the Monthly Income Summary and P&L accounts and presenting the same to the management.

· Providing assistance to Manager Finance regarding financial guidance in the formulation and implementation of Budgets, and Forecast of the Institution.

· Reconciliation of all bank accounts on monthly basis.

· Dealing with banks in respect of different Issues and other daily transactions.

· Managing the payroll of employees.

· Assist in conducting the internal and external audit.

· Supervise & coordinate the Accounts division; ensure that all accounts responsibilities are handled efficiently and effectively.

·  Assist College units & accounts payables with operational problems (inter-institutions billings, vendor billings, etc.) that affect financial results. 

· Provide weekly and monthly forecast report of Accounts Payable/Receivables.  

· Handling Insurance related matters (Employees Old Age benefit Institution EOBI) in relation to renewal, addition, deletion and declarations of employees.


· Ensure General Ledger entries are accurate and are in line with College Procedures.

· Mentoring the new hires and Train them to fit for the job. Conducting refresher training for the tenured associates.

Educational Attainments:

2010

M.com (Accounting)







Quaid E Azam College of Commerce



University of  Peshawar , Pakistan.

2007

B.com (Bachelor in Commerce)




     



Muslim College of Commerce



University of  Peshawar , Pakistan..






 

2005

D.com
(Diploma in Commerce)




    



Muslim College of Commerce



Board of Technical Education Peshawar, Pakistan.

Professional Training Programme:

· Two Months Internship from National AIDS Control Program (USAID), Peshawar, Pakistan. 

Technical Skills:

· PeachTree, Quick Book, MS Office

· Internet & E-mail Applications

Personal Data

Date of Birth
:
02 Feb 1987

Nationality
: 
Pakistani

Marital Status
:
Single

Languages known
: 
English, Urdu, Hindi, Pashto and Punjabi.

