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OBJECTIVE
Enthusiastically seeking a challenging position in a reputed, prestigious and highly task oriented Organization which would allow me to utilize my best skills, knowledge and abilities to lead the Organization towards progress and ultimate goals achievement.

CAREER HISTORY
District Manager Office (TEVTA), Sheikhupura /   Nankana Sahib.

Accounts Officer (BS-16).

28th September, 2011 To 31st January, 2013
   DUTIES AND RESPONSIBILITIES:

· Data entry of financial information of all twenty Institutions (Vocational, Technical Training & Commerce) in Oracle based application.

· Book keeping, Preparing & Finalizing periodical Financial Statements, Budget forecasts, Variance Analysis & Reports. 

· Prepare monthly, quarterly and annual budgets of Salary & Non Salary Expenses.

· Maintenance of Budget Control Registers (Development & Non- Development) of all the Institutions.

· Establishment of Fixed Assets Register at the Institution level and tally them with the Software’s Balance Sheet.

· Deal with banks matters like opening new accounts, queries & transferring of funds (Development & Non Development) to the Institutions.

· Prepare Monthly Bank Reconciliation Statements of those Institution’s Bank A/C’s.

· Handle payable & Receivable matters like receipts & payments, cash flows, creditability of the company, and contacts with both sides.

· Prepare & record payroll sheets and manage petty cash expanses.

· High light the matters where cost could be controlled.

· Furnish different types of reports to the H.O. according to their demands.

   Descon Engineering (Pvt) Ltd 
  Assistant Accountant
  (Accounts Intern Ship Training)

  8th February 2008 To November 2008
   DUTIES AND RESPONSIBILITIES:
· Preparation of salary, wages & overtime sheets.
· Daily wagers record maintenance.
· Prepare different reports for various departments.
· Controlling costs where possible 
· Preparation of employees claims regarding the Organization.
· Maintenance of clearance records of employees who quit their jobs.

     PARTICULARS
      Finalist of CMA (Stage # 06) from ICMAP, Lahore
Two Years Post Graduate Diploma in Cost & Management Accounting . . .     (CMA # Stage 3 & 4)

      B.Com from Punjab College of Commerce Lahore in 2004.
F.Sc (Pre-Engineering) from Govt. Islamia College Faisalabad in 2001.
Matric (Science Group) from Govt. High School 103 J-B, Faisalabad in    1999.

      PARTICULARS
· Excellent proficiency in Accounting Applications like Oracle, Peach tree & Quick Books.

· Very good in installing PC Applications like Windows XP, MS Office, Printers & Scanners etc.

· Very good hand on experience of using MS Excel & Excel Advance.

· Daily basis used to MS Word for reports, letters & memos.

· Good use of MS Power point.

     PARTICULARS 
· Active participation in social activities

· Books and novel reading

· Playing Cricket & Football.


     Will be furnished with full confidence









Nationality


Pakistani





Marital Status


		 Single





Visa Status


Visit Visa








Languages


Fluent in written & spoken English


7





                          Domicile


Faisalabad, Punjab





















































EDUCATION





Current Status





Certification Status








Academic Qualification























COMPUTER SKILLS






































CO-CURRICULAR ACTIVITIES
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