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Nouman
Nouman.314817@2freemail.com 



Career Objectives:
To strive for excellence through commitment, integrity, honesty and team work and achieve company’s desired goals and objectives through hard working and ensure my personal growth.
Summary of Qualification:


Over  10 years’ experience  in  Accounts & Administration at  different levels  in  Sales, Purchase of Chemicals, with expertise in Procurement, Hiring and training teams and individuals for Excellent Customer Services, for sustainable  Growth.

Work Experience:


Professional Experience Accounts & Administration in a company with 2 billion turnovers providing globally water treatment solution. 

Aqua Regia Pvt. Limited-(September 2007-Present)


Position

:
Manager Accounts & Administration
The company is engaged in the manufacturing of Water Treatment Chemicals and Reverse Osmosis Plant and waste water plant all over Pakistan and the different countries in the world.

Responsibilities

· Maintains administrative staff by recruiting and selecting.
· Maintains the office budget and maintenance schedule for supplies & equipment’s.
· Manage day-to-day activities and administer record keeping.
· Monitoring and interpreting cash flow system.
· Providing and interpreting financial information.
· Managing a company’s financial accounting, monitoring and reporting system.
· Prepare the sales tax invoices.
· Maintain the sale tax and income tax record.

· Establish, maintain and reconcile the general ledger;

· Preparing bank voucher and cash voucher.

· Inventory and Store Management;

· Establish and maintain supplier accounts;
· Prepare and Processes supplier invoices;

· Maintain the purchase order system;

· Ensure transactions are properly recorded and entered into the computerized accounting system;
· Maintain and control the import and export Documents / procedures.
· Recovery arrangements

· Reporting to Chief Executive 
Mudassar Ehtasham & Co

A chartered accountants firm providing the outsourcing services to Different Companies, which is preparing the accounts of different clients located in Pakistan.

Position

:
Sr. Accountant

Duration

:
May 2007 to August 2007 

Address

:
15-A Lawrence Road Lahore-Pakistan.
Responsibilities
· Bookkeeping;

· Management Accounts;

· Bank Reconciliation;

· Cash Flow;

· Reporting to Manager;
Teaching Experience

I have also a teaching work experience and I teach the students of Matric, FSC, and Bachelor in Commerce from 2005 to 2007,
Qualification:

	Degree
	Duration/Year
	Examining Body

	Master in Business Administration (Banking & Finance)
	2012
	Allama Iqbal Open University ISBD

	Bachelor in Commerce
	2005
	University of the Punjab

	Intermediate in Science FSC
	2002
	Lahore Board

	Matriculation

	2000
	Lahore Board


Personal and Professional Skills:
· Strong problem solving and learning skills 

· Willingness to accept responsibilities and face challenges

· Negotiation Skills

· Good communication and presentation skills.

· Good at analysis and report writing.

· Proficient in English and Urdu

· Hard working

· Effectively use the internet as business productivity and communication tool.
Computer Skills:

Proficient in:

· Networking / Hardware/ Software and Internet E-mail.
· Microsoft Word

· Microsoft Excel

· Power Point

· Microsoft Access
Interests:
· Sports
· Internet Surfing
· Book Reading
Reference:

· Available on request
