Seema
seema.333475@2freemail.com
	OBJECTIVE
	To secure a position to which my skills and experience will contribute significantly to the growth and prosperity of your organization. 

	PROFILE
	· Extensive work experience as Tax professional/Manager Operations & Credit.
· Strong computer skills: MS Office, Internet and E-Mail with keyboarding 40-50 wpm. Software : JDE, CIS, DTM, Microsoft QuickBooks

· Member Canadian Payroll Association

· Ability to work independently as well as in a team environment

· Problem solver and decision maker with excellent analytical skills

· Responsible and dedicated; able to work under pressure and meet deadlines

· Professional communication skills include fluency in English, Urdu, Hindi, Punjabi, Pashto


	WORK EXPERIENCE 
	BANKING

· Determined Clients’ requirements for requested credit facilities (working capital, SME etc.) 

· Determined credit worthiness via reports from central bank and other lending agencies and market survey

· Analyzed financial statements and appraised feasibility, viability and financial requirements of new projects

· Determined appropriate terms and security clauses to safe guard banks interest in the light of Bank’s policy and prudential regulations of Central Bank & ensured Shariah Compliance

· Finalized and presented credit proposals before Credit Committees with recommendations 
· Calculated/prepared repayment schedules

· Monitored assigned portfolio and ensured effective utilization of the approved credit,  facilities

· Liaised with branches and customers for recovery of advances

· Maintained ledgers and balanced cash book
ACCOUNTING/ADMINISTRATION AND CUSTOMER SERVICE

· Book keeping (QuickBooks)
· Ran monthly billing, recurring billing and manual billing.

· Set pre-authorized payment accounts and ran monthly reports.

· Renewed and calculated annual lease rent for all Rental Leases.

· Adjusted monthly rent for all tenants on their request.  

· Explained and helped in fulfilling application and other documentation required specially newcomers to Canada (immigrants, refugees, students)

· Entered data in JED software and CIS software and updated Master Database for each client
· Entered one time & recurring transaction and monitored EFT (Electronic Fund Transfer) 
· Monitored NSFs/Bounced Transactions followed up with the clients and ensured recovery.
· Prepared monthly delinquency reports.

· Extract EFT reports of clients as and when required by Credit Department or Management.

· Audit for all clients and investors    

· Received complaints and took appropriate action to solve them
· Drafted notes, prepared audit reports, agendas and minutes of meetings

· Collected data and prepared weekly/monthly statements to be submitted to higher Management 

· Conveyed Management decisions to branches and ensure compliance

· Replied to queries raised by Executive Directors/Chairman and customers 

· Received feed-back from customers and made suggestions to higher Management

· Provided information and referred clients to concerned departments

· Corresponded with both internal and external clients. 
· Balanced cash, recorded transactions and completed deposits     

· Printed cheques and loaded money in debit cards of clients’ refunds    
· Run and submitted daily reports to Management
Created Spread Sheet for calculating highest monthly income of tenants to be used for determining their monthly rent. The sheet is being used by all employees of Regina Housing Authority and saves a lot to time required for manual calculations
Trust Accounts Compliance Officer/Tax Professional
1. Prepared income tax returns for individuals and families

2. Efiled and paper filed income tax returns
3. Determined source/nature of income reported by client and applied mandatory deductions.

4. Corrected/Matched T4s (income statements) and amended as required.

5. Ensure compliance of Canada Revenue Agency (CRA) Policies and Procedures

6. Processes both Paper Amendment and Electronic Amendment.

7. Issued transcripts for deficiencies & followed up.

8. Reported & co-ordinated with all concerned department. 



	WORK HISTORY
	Trust Account Compliance Officer, CRA Winnipeg, Canada                                    2015

Customer Support Advisor, Regina Housing Authority, Regina, Canada                2009-2014

Tax Associate/CSM, H&R Block, Regina, Canada (tax season)                              2009 to 2014 

Accounting Assistant, UM Financial Inc. , Toronto                                                    2007-2008
Administrative Assistant, Zai-Can Telecom, Toronto                                                2006-2007
Credit Manager, The Bank of Khyber, Peshawar, Pakistan                                     2000-2006

	EDUCATION
	Four years Bachelor’s Degree (focus on Economics) per IQAS certification

Pursuing “Payroll Compliance Practitioner” with CPA. Completed Introduction of Accounting and Payroll Compliance Legislation. 

Tax Course Level I & II, H&R Block, Regina

A short refresher course on “Microsoft QuickBooks”, Oni Olajumoke, CGA, Regina, SK

Bachelor of Science (Physics, Maths, Computer Science.)

M.A. (Economics)

	CERTIFICATION
CITIZENSHIP

	Diplomat Associate certified by Institute of Bankers, Pakistan (Major subjects.. Principal of Accounting, Higher Accountancy, English, Management, Commercial Law etc.), I.E.L.T.S.   (7 in all). Language assessment by Regina Open Door Society. ( 8 )

Canadian


