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Dear Sir,

I would like to introduce myself as an aspirant wishing to be a part of your esteemed organization. I am interested in employment as Accountant or any other suitable job. I am an Organized, attentive to detail, observant, communicative, methodical, reliable and ambitious personnel. 

As you can see my attached CV, I have 3 year experience in Accounts and Finance. Throughout my career, I have developed many skills especially in Accounts field. 
Currently I am doing job as an accountant in Xess advertising L.L.C and 2 year working experience in Dubai.
 I believe that I have the correct skills and attitude to fulfill my role within your valued organization and if successful I feel I would begin to make an immediate contribution.

 Thanks and regards

 Yours sincerely

  IRFAN 
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OBJECTIVE

I look forward to working in an environment, where my professional skills as well as educational qualifications are utilized for the benefit of the organization. I also offer my proficiency in computerized accounting like Peachtree, QuickBooks, Tally ERP9 and Nautilus fright management for efficient management of organization.
PROFILE

A BBA Hon’s (Finance) professional with 3 years of progressive work experience at different level in the field of General Accounting, accounts finalization up to balance sheet and cash flows, inter-company reconciliation, management of payables and receivable, payroll, computerized accounting, liaison with banks, creditors, and auditors including management reporting & inventory management. I have 2 years work experience in Dubai working in shipping and advertising lines as an accountant.
EDUCATION

BBA (Hon’s) Finance & HRM, (2006-2010) 

FASK, University of Azad Jammu & Kashmir, Muzaffarabad, CGPA 3.76
Intermediate (pre-medical)
Board of intermediate and secondary Education Mirpur (A.K), scoring 66% marks, 1st division
Metric (Science)
The Board of Intermediate and Secondary Education Mirpur, 78% marks, 1st division
SUMMARY OF WORK EXPERIENCE
 Job title:           Accountant 

Organization: Advertising L.L.C
Period:              01-11-2015 to present
Job responsibilities:

· Managing key accounts,ledgers,debtors and creditors
· Preparation of all sales invoices, sales and purchase quotations

· Working on key accounting and payroll vouchers.

· Preparation of Monthly,quarterly,semiannual  and annual financial reports and analysis
· Bank and clients reconciliation

· Clients follow up to cover up accounts receivables 

· Working on accounts payables by ensuring timely payment of outstanding invoices.

· Efficient management of all financial and production related documents.
· Working on payroll to ensure timely payment of salaries to all employees

· Ensuring transparent execution of petty cash and related entries.
· Accessing and analyzing cash and credit management, and take part in financial planning of various investment and financial decisions.
· Fixes assets management by calculation of depreciation and prepaid expenses.

· Stock and inventory management by ensuring efficient disposition of inventory related entries and vouchers.

         Job title:          Accountant

      Organization:   Peng Chen Shipping L.L.C

       Period:             01-03-2015 to 30-10-2015

     Job responsibilities:

· Working on Nautilus freight management software, version 5.0.

· Preparation of invoices

· Recording process of all transactions and entries.
· Managing all accounts, ledgers, creditors and debtors.
· Efficient use of all opening, adjusting and closing entries up till finalization
· Efficient management of all documents regarding shipping and custom clearance.

· Preparation and review of monthly, quarterly and annual financial reports.

       Job title:        Financial consultant
     Organization:      efu life Assurance company

Period:                05-03-2012 to 01-06-2014

· Financial planning of the desired clients
· Introducing the financial plans to the potential prospects
· Managing the key accounts of clients and analyzing the financial position.
 Job Title:
Assistant finance manager
Organization:
National ruler support program (NRSP)
Duration:
01-06-2010 to 01-06-2011
   Job Responsibilities:

· Maintains general and subsidiary ledgers; prepares journal vouchers for adjusting and correcting accounting records; balances accounts.

· Supervises and participates in the preparation of the employee payroll and the maintenance of payroll records and reports. 
· Ensure financial records are maintained in compliance with accepted policies and procedures.

· Payable, Accounts Receivable, Payroll, Inventory, Jobs and Reports.

· Maintain all type of daily basis registers such as Quotes, Sales Orders,  Invoices & Credits, Cash, Receipts, Purchase Orders, Purchases & Credits, Payments, Time and Expense Tickets, Payroll Checks, Journal Entries, Inventory Adjustments and Job Register.
          Job Title:        Cashier/Teller/Internal Operation Staff
     Organization:
National Bank of Pakistan (NBP Nakyal Branch, Kotli AJK        Duration:
01-01-2010 to 01-06-2010 
Job Responsibilities:
· Compute and record totals of transactions. Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change. 

· Issue receipts, refunds, credits, or change due to customers. Receive payment by cash, check, credit cards, vouchers, or automatic debits. 

· Calculate total payments received during a time period, and reconcile this with total sales. Compile and maintain non-monetary reports and records. 

· Keep periodic balance sheets of amounts and numbers of transactions.
PROFESSIONAL SKILLS:

· Knowledge of financial applications and accounting applications, such as Peachtree, Telly ERP 9, QuickBooks, Nautilus freight management,5.0 version.
· Ability to analyze financial data and prepare financial reports, statements and projections.

· Good Communication and interpersonal skills.

· Good keyboard skills and good knowledge of all operating systems, software etc.

PROFESSIONAL CERTIFICATES:

· Certification in Computer Courses (6 month)
· English Language Speaking Course 
INTERESTS AND ACTIVITIES:

· Part Time Teaching to Commerce Students.
· Reading Financial Books.

· Chatting, Internet Explorer, online accounting knowledge courses
 IRFAN 
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