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Career Objective
To pursue a challenging and growth oriented career in an organization that offers opportunities to learn and grow by delivering the results.
Profile Summary
Technically proficient in performing accountant’s responsibilities for account receivable, accounts payable, payroll and general bookkeeping support
Used to functioning in a high volume working environment. Close attention to detail together with solid organizational and problem solving skills ensure efficient completion of multiple accounting tasks. Proven ability to maintain accurate accounting records. In- depth working knowledge of a range of accounting applications and independents, hard worker with good communication skills,
Over 5 years’ experience providing accounting support to busy accounting department. Competent in basic bookkeeping procedures, preparing invoices, processing payments and account reconciliations, solid knowledge of computer applications for the accounting environment. Good organizational and planning skills, ensure successful achievement of key responsibilities within strict deadlines. Detail-orientated and willing team player.
Working Experience
Accountant

University College 1 May 2010 to date( Pakistan )
Responsibilities:
· Review, verify and process accounts payable transactions

· Generate invoice and verify billing input

· Receive and process payments
· Prepare bank deposits

· Follow-up on collections

· Perform bank reconciliations

· Reconcile assigned accounts

· Prepare and input journal entries into general ledgers
· Prepare and distribute monthly financial reports
· Ensure compliance with internal control

· Prepare end-of month-accounting reports. Such as 
· Balance sheet report

· Owner’s equity report

· Income statement

· Cash flow report

· Student’s fees status report

· University’s assets report

· investigated and resolved account discrepancies
· Perform such other tasks as may be assigned from time to time.
Office Manager

Primecrete INC1 June 2005 to 30 September 2006 (Pakistan)
Responsibilities:
· Prepared, recorded, checked over correspondence, invoices, purchase orders, sales orders, quotations, presentations, brochures and related materials.

· Recorded minutes of meetings.

· Organized traveling schedules and book reservations.

· Determined and launched office procedures.

· Opened and distributed incoming regular and electronic mail and other material and coordinated the flow of information internally and other departments and organizations.

· Setup and upheld manual and automated information filing systems.

· Maintained office supplies records 

·  Scheduled and verified appointments and meetings of managers.

· Assisted with planning and implementation of events such as exhibitions.

Education and Key Qualifications
· MBA, Finance, University of Karachi  (GPA 3.3)  2011 to 2013

· B.Com, University of Karachi (2nd Division) 2003 to 2005
Technical Skills

· MS Office (Word, Excel & Power point)

· MS Windows & Outlook

· Social Networking Programs

· Tally

· Quick Book 

· Peach Tree

· Advance excel

· data entry, analysis and management

· knowledge of key accounting principles and procedures

· knowledge of regulatory reporting rules

· numeracy skills
Core Competition
· task planning and organizing
· communication skills

· problem solving
· decision making

· attention to detail

· team player
Personal Details
Date of Birth:
`
September  28th, 1985

Marital Status:

Single
Languages
English:

Good in Speaking, Reading & Writing
Urdu: 

Good in Speaking, Reading & Writing

Sindhi:

Good in Speaking, Reading & Writing
