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CAREER OBJECTIVE:
To obtain professional and financial heights, both for the organization and self, through dedication, hard work and perseverance.

PROFESSIONAL WORK EXPERIENCE:

Organization:

Home Shopping (like Amazon.com)
Tenure:

January 2014 to November 2015.

Designation:

Senior Accounts Officer

Responsibilities:

· Management of the finance and Accounts function and overseeing the finance team

· Overseeing the ledger balances for vendors, payment, purchase returns etc.

· Oversee the account receivables, Sales Returns   and customer billings for various clients from all locations such as Karachi, Lahore Islamabad and Others

· Maintenance of financial ledgers and accounting processes

· Preparation of Monthly and Yearly Consolidated P&L and Balance Sheet

· Timely production of statutory and internal financial reports, financial costing modeling and analysis.

· Oversee the team of sub accounting functions such as Cash, Banking, Accounts Payable, Accounts Receivables, Stock Valuation, Fixed Assets, Capital expenditure, Operating Expenses.
· Ensuring that appropriate systems and internal controls are implemented and maintained

· Preparation of the TCS Invoices and other collection centers to provide the timely invoices and collection

· Overseeing the Payroll entries in the journal ledger

· Taking care all necessary preparation and reviews for completion of monthly and yearly closing of financial ledgers in excel based tracks and QuickBooks Accounting Software in Multi user environment.

· Preparation of statutory compliance and audit preparation when as required.

Organization:

Home Shopping (like Amazon.com)


Tenure:

October 2012 to December 2013.


Designation:

Accounts Officer

Responsibilities:

· Work closely with accounts payable to make sure that all information was accurate and up to date.

· Assist in updating the aging report and creating a summary each week for management.

· Responsible for developing a financial needs report from departmental managers that was submitted to financial managers.

· Deal with vendors and reconcile balances and resolve any discrepancy, at the same time ensure that the relationship with the supplier is not negatively influenced.

· Liaising with bank and cash personnel over the payments to be arranged for the outstanding balance of the vendors

· Reconcile financial discrepancies by collecting and analyzing account information.

· Prepare payments by verifying documentation, and requesting disbursements.

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

· Substantiate financial transactions by auditing documents.

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

Organization:

Inter-Fret Consolidators (Pvt) Limited

Tenure:

July 2010 to October 2011


Designation:

Accounts Assistant
Responsibilities:

· Generate and send Invoices and revised invoices to parties.

· Calculate and check to make sure payments, amounts and records are correct.

· Provide all data for the preparation of final accounts to supervisor.

· Perform full setup of accounts & ensure timely closing of accounts.

· Prepare and submit expense reports to management for approval. 

· Prepare management reports related to accounts payable and receivables. 

· Preparation of Airlines sale report that include entry of bills and payments.

Organization:

TAG & Co. (Chartered Accountant)


Tenure:

November 2007 to October 2008


Designation:

Accounts Assistant
Responsibilities:

· Prepare of Final Accounts of Several clients

· Conducted External Audit with Coordination of Senior.

· Book Keeping of Clients Accounts.

· Conducted Internal Audit.

· Examine & Verification of Clients Financials.

· External Audit of provident fund.

· Posting of Accounts.

ACADEMIC EDUCATION:
EXAMINATION BODY



YEAR
· MBA Finance

Federal Urdu University



2009

· BBA Honors

Federal Urdu University



2008

COMMUNICATION AND INTERPERSONAL SKILLS:

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Flair to organize & prioritize tasks to meet deadlines.

· Strong stress handler.

· Active Listener.
· Have a good level command over English and Urdu Languages.

CERTIFICATION/ADDITIONAL SKILLS:
· MS Office 


MS Word.

MS Power Point.

MS Excel (Shortcut keys, MS Formulae, Macros, Presentation w.r.t Analysis, Reports Automation)


· Advance English Language

· Internship (Bank Al-Falah Pvt. Ltd)
· Dangerous Goods Regulation

TRAINING & WORKSHOP:
· Working level knowledge of accounting software’s including Peachtree, QuickBooks.

· Proficient in the use of knowledge of Microsoft Excel, Word, PowerPoint.


PERSONAL DETAILS:

Nationality:


Pakistani

Date of Birth:


18th September 1985

Availability:


Immediately
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