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OBJECTIVES:
To obtain a challenging job in a reputed organization that will groom me to excel and lead, where I can prove my capabilities to build up its strength and contribute to goals of the organization.
CAREER HISTORY:
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                 Thanet Hall (Group of Schools) Lahore, Pakistan) 
























 Cashier cum Senior Accountant


May 2009 - Jan 2017 (7 years 9 months)
RESPONSIBILITIES

· Cash Handling, Vouchers, Receipts, Cash book and Ledger book maintenance.
· Data Entry of daily transactions in database software
· Dealing with teachers and parents of students.
· Coordinate & providing assistance to Managing Director regarding all accounts matters
· Prepare Accounts reports and forward to Managing Director
· Salary sheet preparation 
· Follow up fee defaulters and recover pending balances.
· School Books, Copies, Stationery and Uniform purchase, sale and stock management.
·  Management of Student’s enrollment and board admissions.
· Collecting required documents for Tax Returns and loan application.
· Supervising the duties of Admin, custodian, security, teaching and daily wages staff.
· Coordinate with the Education department and BISE Lahore
· Bank Deposits withdraws, drafts, reconciliation etc.
· Maintain inventory record.
· Repair & Maintenance management 
·  Keep all confidential documents of company (Registration and affiliation letters, tax returns, NTN certificates, insurance, vehicles and property documents & Agreements.             Zohaib Paper Mart Urdu Bazar Lahore, Pakistan) 






A Wear House Dealing in Trade of Printing Paper















  
              Accountant

          (Evening Shift)                      
April 2016 - Dec 2016 ( 9 months)
RESPONSIBILITIES

· Receive Reals of papers, tally with invoice and entry in stock
· Maintain record of sold Paper reals and Paper Rims
· Issue paper reals to labour for cutting rims
· Maintain Receivable and payable accounts

· Weekly Calculation of wages of labour

· Maintain stock of Paper Reals and Rims 

                                Bigman Resturant, Lahore, Pakistan) 













                          Front Desk Officer
   (Evening Shift)

May 2013 - Aug 2013 (4 months)
      RESPONSIBILITIES
· Dealing Customers
· Receive and follow up home delivery orders

· Control Bike Riders

· Receive closing from bike riders and report to the Manager 
COMPUTER SKILLS:

· MS Word

· MS Excel 
· Peach Tree
· SQL Server Database software
· Inpage 
· Basics of Computer

· Local networking, sharing drives, remote desktop etc.

· Internet browsing , email , scanning, printing and photocopy
STRENGTHS:
·   Deeply committed and responsible.
· Do the job fast and correctly in a given period.

· Respect and cooperate to each and every one.

· Honest and willing for the development and success of the organization.

· Ready to learn quickly and for new challenges.
· Learn from all and fully guide to juniors
ACADEMIC QUALIFICATION:

	Qualification
	Completion
	Board / University

	Bachelor of Commerce
	2008
	 University of  The Punjab Lahore, Pakistan

	ICS
	2006
	Board of Intermediate & secondary education Faisalabad, Pakistan

	Matriculation-Science
	2004
	Board of Intermediate & secondary education Faisalabad, Pakistan

	Diploma in Peachtree Accounting & Finance
	2010
	Kingston Institute of Professional Training (KIPT) Lahore, Pakistan



PERSONAL INFORMATION:
Date of Birth:




12 April, 1988

Religion:







Islam

Language Known:

English, Urdu, & Punjabi
Nationality:
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