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CAREER OBJECTIVE

I would like to work in an environment that is challenging and requires honesty, integrity and hard work from an individual, while providing growth opportunities that would help me craft my professional and creative abilities.

DIPLOMAS & CERTIFICATIONS

· Certification in QCTC (Quality Control Training Course) from AOTS-HIDA JAPAN (The Overseas Human Resource and Industrial Development Association). From 28th Aug 2013 to 12th Sep 2013
· PIPFA (Pakistan Institute of Public Finance Accountant) in Progress, seven papers passed & remaining three papers are in progress.
· Worked as an internee (finance) for six weeks at Millat Tractors Limited, Lahore. 

EXPERIENCE
Pakistan Cycle Industrial Cooperative Society 

(Rustam Sohrab Cycle & Motorcycle Factory)


       October 2011 to June 2015
Assistant Manager (Internal Audit)
Brief Responsibilities

· Headed a 07 member team to look after day-to-day Jobs.

· Preparation of monthly audit program.

· Ensuring that policies, procedures and standards approved by B.O.D are correctly followed or not and identifying areas for further improvement.

· Preparing timely audit reports for submission to B.O.D.

· Audit of Procurement section and daily purchase reports (rate verification of different items).

· Quarterly stock taking of Cycle and Motorcycle Stores including Raw Material, Finished Goods and General Stores.

· Detail audit of Accounts Department and physical cash verification with reference to cash book.

· Pre-audit and payment of contractors’ bills.

· Verification of Journal entries recorded in General Ledgers.

· Preparation of Bank Reconciliation Statement.

· Verification of Issue, Receipt & Payment vouchers.
· Reconciliation of vendors’ balances - A/P.

· Audit of Mechanical Transport (MT) Accounts viz Log Book, VDRA, POL ledger.

· Generating observation reports relating to overbooking in production shops.

· Preparation of material consumption reports.

· Checking of After Sale & Service centre.

· Procedural audit of Import and PPC (product plan & control) departments.

· Inspection of parts manufactured in house & received through vendors to ensure the product quality as per standards approved by the Design Office.

· Area verification of parts electroplated at Bicycle & Motorcycle divisions.

· Surprise checking of outward gate passes.

· Measurement of Crush Material, Bricks, Cement Bags & Wood.

· Detailed audit of canteen Income & Expenditure Account.

· Ensure the procedural transparency of Scrap tenders.

· Any other special assignment given by B.O.D.

· Looking after the Financial & Administrative matters of SOHRAB WELFARE HOSPITAL.
MILLAT TRACTORS LIMITED 



   October 2009 to August 2011
Inventory Controller
Brief Responsibilities

· Receives and inspects all incoming materials and reconciles with purchase orders.

· To receive material & prepare Goods Receipt Note (GRN) accordingly.

· To maintain General store ledgers.

· Delivers supplies & equipment to departments by receiving and transferring items.

· To follow up with Local purchase section in respect of goods delivery.

· To prepare shortage report on weekly basis for planned production.

· Responsible to maintain stock level according to required level.

· Maintains inventory by conducting monthly physical counts.

· Reports damages and discrepancies for reimbursement and record keeping purposes.
· Return damaged items back to vendors as appropriate.

· To train and direct the work of assistants.

· Keeps the warehouse clean and presentable.

EDUCATION

MBA (Finance)

2009-2011


           Comsats Institute of Information Technology, Lahore.
B.Com (Hons)

2004-2008



Hailey College of Commerce (University of the Punjab).
F.A (Math & Stat)

2002-2004



Govt College University, Lahore.

Matriculation

2000-2002



Lahore Board.
COMPUTER SKILLS

· MS Office

· QuickBooks

· Peach Tree

· SPSS (Beginner Level)

· HTML


· Internet

ACHIEVEMENTS

· The management of PCICS Rustam Sohrab Cycle & Motorcycle awarded me letter of appreciation on 05-10-2012 as acknowledgment of my diligent services, excellent performance and good conduct.

· Got merit scholarships throughout my education career. 

LANGUAGES

· English

· Urdu

· Punjabi

BUSNIESS ANALYTICAL TECHNIQUES
· Proficient at SWOT Analysis

· Proficient at PEST Analysis

INTEREST & ACTIVITIES
· Reading books, newspapers and magazines

· Watching movies and TV

· Internet

· Cricket and football

PERSONAL DETAILS

Date of birth

    09-02-1987

Nationality 

    Pakistani

Current Location
    Dubai

Visa Status

    Visit Visa

Religion

    Islam
Marital Status

    Single






