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Email: abrar.290257@2freemail.com 
OBJECTIVE;
Willing to support and work with an excellent reputed organization /industry 
like yours, in order to achieve organization’s goal and to groom up abilities and expertise for a successful future that provide opportunities to develop career.
EDUCATION;
	S.No
	Certificate/Degree
	Institution/University
	Specialization/Major
	Passing Year
	Obtained/Total Marks

	1
	MBA
	Preston University
	Accounting

& Financing
	In progress
	3.5/4.0

	2
	BBA
	University Of Malakand
	Management / Accounting


	2014
	2545/4350

	3
	DIT
	Trade Testing Board
	Information Technology
	2014
	1173/1400

	4
	F.S.C
	Malakand Public School & College
	Pre.Engineering

(1st Div.)
	2009
	716/1100

	5
	Metric
	BISE Malakand
	Science (1st Div.)
	2007
	606/900


LANGUAGE CAPABILITY;
· Urdu



 Good

· Pashto
                      Good

· English


Good

PERSONAL INFORMATION;
· Date of Birth:
    AUGEST 03, 1990




· Nationality:
    Pakistani
· Religion
:
   Islam
· Domicile
:
   MALAKAND
EXPERIENCE;
Mumtaz Construction Company (Pvt.) Ltd          Nov, 2013- Present
Accounts Assistant:

· Deal with banking transactions.

· Preparation of tax every month.

· Bank Reconciliation.

· Daily checking of voucher.

· Cash checking randomly in month.

· Verification of vouchers and Payments of Suppliers.

· Dealing with Suppliers & Cash.

· Data entry in developed Accounting Software (AIMS).
· Documents financial transactions by entering account information.

· Reconciles financial discrepancies by collecting and analyzing account information.

· Filing and custody of vouchers and maintenance of accounting record.

· Prepares payments by verifying documentation, and requesting disbursements.

· Preparation of bank reconciliation statements.

· Preparation of funds status report for the Management on daily basis.

· Verification of daily office inventory and cash expenses.

· Prepares the monthly Payroll sheet for staff.
             Submit WHT (Direct Tax) with FBR etc.
Two months experience in HBL        May15, 2013 to 15 July, 2013             Internship  
· Bank Reconciliation.

· Journal entries

· Trail balance

· Ledger maintaining

· Cash Book

· Bank Book

· Creditors reconciliation

· Balance Sheet for the month
· Good knowledge of finance and accounting.

· Handling customer queries face to face, over the phone or via correspondence.

· Opening new bank accounts for individuals and also companies.

· Responsible for cash management.
Computer Skills and Other Abilities:

	Sr.
	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	1
	Word Processing (MS Word)
	Good
	Currently Using

	2
	Soft Presentation (MS Power Point)
	Good
	Currently Using

	3
	Spread Sheet (MS Excel)
	Good
	Currently Using

	4
	Peach Tree  (Accounting Software)
	Good
	---

	5
	Tally ERP-9 (Accounting Software)
	Good
	---

	6
	Quick Book (Accounting Software)
	Good
	---


FIELD OF INTEREST/HOBBIES:

· Internet surfing.
· Reading books & NEWS paper. 

· Writing articles.
