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OBJECTIVE

Excellent accounting skills, with experience in a deal with customers and high level workloads within strict deadlines. Now looking to start a new challenging and dynamic atmosphere where I may show my hidden Capabilities, competencies, skills, education and experience under the
supervision of co-operative and sympathetic persons.
PROFESSIONAL EXPERIENCE:

· 5 year Work as a Accounts Officer
 Responsibilities: 
Being an Assistant Accountant my scope of work mainly includes financial and operational accountancy procedures as per standard accounting practices.
· Responsible for managing Accounts payable and receivables by analyzing day to day accounting record in a systematic way 
· Preparation of monthly statements including reconciliations of suppliers balances and receivables 
· Analysis of debtors and creditors for efficient collection and payment according to the terms and company policy 
· Preparation of debtors’ aging analysis and strong follow up of overdue balances to expedite the recovery 
· Pre-scheduling of payments against suppliers’ invoices by ensuring compliance of terms of payments and other payments including petty expenses 
· Suggest improvements in internal control framework for account payable and receivable 
· Conduct stock taking of certain divisions and report findings to the management. 
· Reporting to Accounts Manager, Finance Manager 
· Preparation of Bank Reconciliation Statement 
· Processing of Accounting transactions. 
· Preparation of monthly statements including reconciliations of suppliers balances and receivables. 
· 1 year work as a Accountant in Waqar Cotton Ginners 
· Responsibilities: 
· Conduct all Accounting activities on day-to-day basis. 
· Bank and Cash book maintaining & Bank Reconciliation. 
· Preparation of Cash flow statement & Financial statements. 
· Transaction handling of Purchase and Sale Orders. 
· Maintain the financial data base, at computer software systems & manual filing systems. 
· Processing of Accounting transactions 
· Reporting to Accounts Manager, Finance Manager 
· Preparation of Bank Reconciliation Statement 
· Competencies: 
· Good at strategic planning to meet goals and objectives. 
· Innovative attitude to problem solving. 
· Aiming at excellence in work through self-motivation. 
· Team approach to meet challenges. 
· Monitored and controlled systems in a client/server environment 
· Ensured uninterrupted service through identification and problem resolution 
· Determined equipment settings and operating instructions 
· Maintained operating records 
· Oversaw general computer operations 
· Installed and updated software as per directions 
· Responded to inquiries and telephone calls. 
· QUALIFICATIONS: 

	Degree
	University/Board/Institute
	Years

	
	
	

	B.A
	I.U.B Bahawalpur
	2012

	
	
	

	F.A
	B.I.S.E Bahawalpur
	2008

	
	
	

	Matriculation
	B.I.S.E. Multan
	2005

	
	
	


· Computer Expertise /Skill 
· 3 month diploma in Microsoft Office from Pace British Council Affiliated with Govt. Skills 
Development Council Pakistan.
· 6 month diploma in Microsoft Office from Pace Computer Science Lodhran 
· 6 month Diploma In Computerized Accounting (DCA) 
(MS-Office Excel ,Financial Accounting , Peachtree ,QuickBooks ,
Tally –ERP-9) from Grace Advanced Computer Institute Bahawalpur
 PERSONNAL INFORMATIONS:

	
	Gender
	Male

	
	Material Status:
	Single

	
	Nationality
	Pakistani

	
	Visa status:
	visit visa 


· Language : 
· English 
· Urdu 
· REFERENCE: 
· Will be Furnished on Demanded. 

