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Profile
A highly motivated Credit, A/R, A/P, and Collections professional, eager to work with a progressive organization.  Highly creative, recognized as a results-oriented and solution-focused individual.
Skills

· Accounts Payable
· Problem solving
· Organizational Skills

· Computer Literacy

· Work as Team Player

· Accounts Receivable

· Legal Aspects of Collections

· Communication Skills (English and Urdu)
· Time Management Skills

· Research Abilities
Career History
Senior Accountant
Pakistan State Oil SITE Area
Jun 2010 till to date
ROLE & RESPONSIBILTY:
· Prepare Cash Book, Petty Cash Book and all other related expenses.

· Prepares asset, liability, and capital account entries by compiling and analyzing account formation.

· Maintains and balances subsidiary accounts by verifying, allocating, posting, reconciling transactions; resolving discrepancies.

· Maintains general ledger by transferring subsidiary accounts; preparing a trial balance; reconciling entries.

· Summarizes financial status by collecting information; preparing balance sheet, profit and loss, and other statements.

· Produces payroll by initiating computer processing; printing checks, verifying finished product.

· Completes external audit by analyzing and scheduling general ledger accounts; providing information for auditors.

· Avoids legal challenges by complying with legal requirements.

· Secures financial information by completing database backups.

· Protects organization's value by keeping information confidential.

· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.
Accountant
Bahawalpur Flour Mills (Pvt.) Ltd
Feb 2007 – Jun 2010
ROLE & RESPONSIBILTY:
· Prepares asset, liability, and capital account entries by compiling and analyzing account information.

· Documents financial transactions by entering account information.

· Recommends financial actions by analyzing accounting options.

· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.

· Substantiates financial transactions by auditing documents.

· Guides accounting clerical staff by coordinating activities and answering questions.

· Reconciles financial discrepancies by collecting and analyzing account information.

· Secures financial information by completing data base backups.

· Maintains financial security by following internal controls.

· Prepares payments by verifying documentation, and requesting disbursements.

· Prepares special financial reports by collecting, analyzing, and summarizing account information and trends.

· Maintains customer confidence and protects operations by keeping financial information confidential.

· Accomplishes the result by performing the duty.

· Contributes to team effort by accomplishing related results as needed. 

Sales Manager

Fruity Bread (Pvt.) Ltd

2002 – 2007

ROLE & RESPONSIBILTY:

· Selling, closing and expanding the current customer base within an assigned territory.
· Identify sites for new development with a focus on multi-unit opportunities.
· Regular visits to companies, wholesalers, retailers and community partners to maintaining sound relationships focus on sales and promotions based on buyers feedback.
· Providing highly professional sales and marketing expertise and back up to sales representatives. 
Sales Executive 

Fruity Bread (Pvt.) Ltd
1998 – 2002
ROLE & RESPONSIBILTY:
· Identifies business opportunities by identifying prospects and evaluating their position in the industry.
· Maintains relationships with clients by providing information and guidance; recommending profit and service improvements.
· Negotiating the terms of an agreement and closing sales. 
· Prepares reports by collecting, analyzing, and summarizing information. 
· Attending team meeting and sharing best practice with colleagues.
Education
	2015
	Master in International Relationship, University of Karachi


	2007
	Bachelors in Commerce, University of Karachi


	1997
	Intermediate in Commerce, Board of Intermediate

	
	

	1995
	Matriculation, Board of Matric


Achievements
· Reduced A/R aging from an average of 87 days to 63 days in less than 7 months

· Established new credit criteria for new accounts, significantly reducing bad debt

· Wrote credit policy and procedure manual for department

Interests
Aerobics, Reading books and keeping up-to-date with news and like to keep myself informed about new software in accounting and web designing through Internet.
References
Promptly furnished upon request.
