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CAREER OBJECTIVE:
A positio i professio ally a aged orga izatio where I a o tri ute to Co pa y’s prosperity a d progress with my enthusiasm and work in a challenging environment to enhance the self profile.
PROFESSIONAL WORK EXPERIENCE:
	Organization:
	Super Asia
	

	Tenure:
	Aug 2012 to Sep 2012 (6 weeks)

	Designations:
	Internee
	

	Responsibilities:
	
	

	
	
	

	    Make the book of accounts.
	
	    Make vouchers in software for clients.

	
	

	    Observe how to maintain the book of accounts.
	    Learn how to use the software of the company

	
	

	    Make the bank reconciliation statement.
	    Use of photocopy machine.

	
	
	


	Company Name:
	Abdullah Plastic Furniture Store
	

	Duration:
	Dec 2011 to Jan 2014
	
	

	Position Held:
	Accountant
	
	

	Responsibilities:
	
	
	

	
	
	
	

	    Make all the financial statements
	    Prepare bank reconciliation statement for the owner of the
	

	
	company
	

	
	
	
	

	    Save the record of account of the company
	    Interacting with customers to resolve outstanding issues via
	

	
	telephone or email
	

	
	
	
	

	
	
	
	

	    Make follow-up to the client of the company
	    At the end of the day provide the cash report to the owner
	

	
	of the company
	

	
	
	
	

	
	
	

	   Maintain inventory of the company according to the
	
	

	requirement
	
	
	


	Organization:
	Rajpot Group of Industries

	Tenure:
	Feb 2014 to Apr 2015

	Designations:
	Assistant Accountant


Responsibilities:
	
	Make vouchers of the amount for clients
	
	Reconciles financial discrepancies by collecting and
	

	
	
	
	analyzing account information
	

	
	
	
	
	

	
	Prepares asset, liability, and capital account entries by
	
	Secures financial information by completing data base
	

	
	compiling and analyzing account information.
	
	backups
	

	
	
	
	
	

	
	Documents financial transactions by entering account
	
	Make follow-up to the client and the sellers of the
	

	
	information.
	
	company
	

	
	
	
	
	

	
	Summarizes current financial status by collecting
	
	Suggest ways to reduce costs, enhance revenues and
	

	
	information; preparing balance sheet, profit and loss
	
	improve profits
	

	
	statement, and other reports.
	
	
	

	
	Develop, maintain, and analyze budgets, preparing periodic
	
	
	

	
	reports that compare budgeted costs to actual costs
	
	
	

	
	
	
	
	


ACADEMIC EDUCATION:
	
	
	EXAMINING BODY
	YEAR

	
	M.B.A (Finance)
	University Of Gujrat
	2011-2015

	
	B.Com (Accounts)
	University Of Punjab
	2009-2011

	
	Intermediate(I.com)
	BISE Gujranwala
	2007-2009

	
	Matric(Science)
	BISE Gujranwala
	2005-2007


COMMUNICATION AND INTERPERSONAL SKILLS:
· Outstanding command over verbal and non-verbal communicative & interpersonal skills. 
· Strong organizational, managerial, problem solving, interpersonal and negotiation skills. 
· Confidently able to work independently or in a team to deal effectively with educators & employees. 
· Flair to organize & prioritize tasks to meet deadlines. 
· Ability to manage multiple projects with minimal supervision. 
· Have a good level command over English and Urdu Languages. 
CERTIFICATION:
· Attend skills improvement workshop in youth development seminar murree. 
· Work as the PEEF ambassador. 
ACHIEVMENTS:
· Received Shehbaz Shareef laptop (Government Scheme) 
· Pass test for the selection of accountant in Pakistan Air Force. 
· Participated in Entrepreneurial Competition 2013 and got 2nd position. 
· Received PEEF scholarship. 
KEY SKILLS & COMPETENCIES:
Management:
· Ability to work in a fast-paced, team-oriented, collegial and collaborative environment. 
· Knowledge and understanding of the mechanics of various securities markets. 
· Ability to work under stress and meet deadlines. 
· Strong time management skills. 
Professional Skills:
· Peachtree, Tally 
· Microsoft Office 
· Microsoft excel, Power point 
· Coral draw 
· SPSS and Eviews 
· Strong Communication Skills 
Personal:
· Results driven, with a proven ability to self-manage tasks. 
· Ability to work across organizational boundaries. 
· Resource tracking and reporting. 
· Excellent communication and listening skills. 
PERSONAL INFORMATION:
	
	
	

	Date of Birth
	:
	08 April 1990

	Religion
	:
	Islam


