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Career Objective
· Detail-oriented, efficient and organized professional with extensive experience in 
in accounting systems (Peechtree).

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions. 

· Excellent written and verbal communication skills. 

· Highly trustworthy, discreet and ethical. 

· Resourceful in the completion of projects, effective at multi-tasking. 

· Able to work under pressure, deadline conscious &self-motivated
Objective:
	Objective

	Seeking a position within the Accounts department in a reputable company.

	Availability
Key Skills:
	Immediately


	

	· Strong with Accounting concepts and proficient in accounts payable process, including Cash budgeting for the forthcoming months.
· Proficient with MS Excel and MS Access, including MS word and MS PowerPoint.

· Six month diploma in Computer System Engineer
· Following are the skills certified by School of Business Studies.
Communication Skills

Have public speaking experience in College and University. 

IT Skills

Have excellent working experience in MS Excel and MS world, Peechtree,Oracle & QuickBooks.


	Educational Background
	

	· December 2014
	Bachelor in Commerce from Lahore Leads  University

Financial Accounting

Cost and Management Accounting

Business Law


Work Experience:
Accountant / Admin Assistant




Oct 2015 to May 2016
       Main Responsibilities:

· Preparation of Statement of Cash Flow.
· Preparation of Profit & loss Account

· Purchasing Materials, Office Supplies & Work Shop Materials.
· Petty Cash Handling and making report on daily basis. 
· Receiving Cash Sales on daily basis, making report and depositing in bank.
· Preparation of Vehicles maintenance expense report.
· Handling all the Banking transactions including reconciliation.
· Preparation of Payroll sheet for 150 employees and successfully transferring to Exchange.
· Preparing and monitoring of all the HR documents & passports.

· Monitoring all the visa & Labour Card expiry and informing PRO before time. 
· Requesting Quotation from Supplier (Minimum 3)

· Preparing Comparative statement of received quotations.
· Sending LPO to approved supplier (mentioning Credit term)

· Preparing Material receiving Report from Warehouse

· Preparing GRN (Good Receipt Note)

· Transport control and repair & service.
· Successfully entering all the transactions in accounting software.

· Successfully operating ERP Accounting software.

· Reporting to Managing Director. 
Accountant / Admin Assistant
/Office Incharge
22,Sep 2014 to October 2015
Aalam Al Nukhbah Construction Company L.L.C




Main Responsibilities:
· Preparation of Profit & loss Account
· Preparation of Balance Sheet
· Purchasing Materials, Office Supplies 
· Petty Cash Handling and making report on daily basis. 
· Preparation of Vehicles maintenance expense report.
· Preparation of Payroll sheet for 1o8 employees and successfully transferring to Exchange.

· Preparing and monitoring of all the HR documents & passports.

· Monitoring all the visa & Labour Card expiry and informing PRO before time. 

· Requesting Quotation from Supplier (Minimum 3)

· Preparing Comparative statement of received quotations.

· Sending LPO to approved supplier (mentioning Credit term)

· Preparing Material receiving Report from Warehouse
· Transport control and repair & service.
· Interfacing to GL (Payable Module)

· Successfully entering all the transactions in accounting software.
· Reporting to Managing Director. 

AL-FAT EH MEDICINE COMPANY, PAKISTAN
Accountant 






Jan 2009 to Dec 2011
Main Responsibilities:
· Maintain the inventory Control
· Vehicles Maintenance expense report

· Follow up with payments

· Manage Cash in Hand and Petty Cash Management

· Cheques prepare

INTERLOOP HD3 COMPANY, PAKISTAN Mar 2012 to June 2014
· worked as accountant two years in Pakistan experience as A  Assistant Accountant in INTERLOOP HD3 Lahore, Pakistan
	
	


LANGUAGE:                   
· English
  ( Fluent)
· Urdu
  (Native)

· Punjab 
  (Spoken)
Activities & Interest:
· History
· Football & Kabadi
· Internet &  Movies
SKILLS & ABILITIES:
· Ability to work in Stress environment

· Honest and hardworking

· Ability to work in team work
Personal Information:
· Date of Birth:
19/03/1990

· Nationality: 
Pakistani
· Religion:
Christianity
· Visa Status:
Employment
· Date of Issue:
17/04/2014

· Date of Expiry:
16/04/2019
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