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Career Objective :
Being conceptually strong graduate in “Economics and Finance” I want to obtain a growth able job in a well reputed organization to build and polish my skills and to meet the competitive industry needs through a result oriented approach. Looking forward to associate myself with an organization where there is an opportunity to share, contribute and upgrade my knowledge of Accounting, Finance, Banking and Economics for development of self and the organization.


Professional Experience :
	from
	To 
	Organization Name
	Job Profile

	01-09-2012 
	31-02-2013
	Petrosin Eng Pvt Ltd Pakistan
	Administration Officer

	01-01-2014
	31-01-2015
	Dar-e-Arqam School Pakistan
	Account Officer



Responsibilies as Administration Officer:

· In the current company Daily checks the condition, diesel & how much they run and make the daily report of total K.M.
· To check the food for the employees and staff, check the quality & quantity of the food and handle the Mess.
· Security check that they do the visitor entry or not properly and the timing of the visitors.
· Maintains of the campus assets such as building repairing, floor, furniture, etc.
· Service record & diesel for the generator.
· To check the Aqua guards & water cooler for service and cleaning of the water tanks.
· Daily check the attendance of all employees i.e. late coming, O.T., short leave, official tours, etc.
· Received and Post the couriers of the campus and delivered that post to the particular department.
· Find & make the new vendors, dealing with vendors of the company and check the bills of those vendors & send to the accounts after clearing from the GM.
· Purchasing of daily routine stationary, housekeeping material & office required material and maintain the record of that material.
· Maintaince of the machinery and the printers of the company. Manage the fourth class employees.
· In the month end make the attendance sheet of all employees and send to the accounts section for making of salary.
· Any new person come to company to meet GM first they meet me & clear the purpose of the meeting.
· Call the quotation and make the comparative sheet as per the quotation of the material is received.
· Give joining date of the candidate and make the necessary arrangement. 
· Documentation of the file.
· Make the necessary formats for the company.
· Meeting with local government bodies for the work.
· Dealing the matters of Grievance of the company
· Make the PF and ESIC sheet of the workers.
· Issue the Offer letter and appointment letter to the selected candidate.
· Time to time provide training to the employees.
· Handling the recruitments, Screening, Training Program, records of the employees and       leave record.
· Conducting the interviews of the candidate and make the schedule.
· Issue the appointment or offer letter to the candidate.
· Preparing GRN for goods received

Responsibilities as Account Officer:
· Performing Routine accounting procedures

· Maintenance of Books of Accounts.

· Keeps a systematic record of the transactions entered by a business firm in normal course of its operations.
· Draw up a set of financial records and prescribe the system of accounts that will most easily give the desired information.
· Ensure financial records are maintained in compliance with accepted policies and procedures.

· Monitor and keep track of all the financial transactions of the company.

· Interaction with all International Suppliers in regard with firms needs orders placement and follow-up till receiving of goods.
· Management of Accounts Payable and effecting timely payments to supplier around the globe.
· Making Payment details of Suppliers after complete reconciliation. 

·  Prepare financial statements (income statement, balance sheet, cash flow statement).

· Bank reconciliation (cash and check deposits, managing deposit slips, bank statements and letters).

· Management of inventory (Managing, re-ordering, costing, pricing and transferring from one location to another location).

· Receive the invoices and manage the payments for office supplies and equipments.

· Receiving and sending electronic communication to customers and supplier.

· Aging of the accounts payables/receivables.

· Manage cash book entry and reconcile on daily basis.

· Prepare the monthly payroll of the staff.

· Forecast and Control the budget of the firm.



Educational Qualification :
	Board/University
	Qualification
	Subject
	Year

	BISE Mardan
	Metric
	Science
	2004

	BISE Mardan
	FSc
	Maths, Stats & Eco
	2006

	University of Peshawar
	BA
	Stats& Economics
	2008

	International Islamic University  Islamabad
	MSc
	Economics & Finance
	2012


Personal Details:
Date of Birth: 07-03-1988

Nationality: Pakistan
Marital Status: Single
Visa Status: Visit Visa
