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	Career Objectives
	To contribute towards the growth and development of a dynamic organization where opportunities to grow both personally and professionally are ample and where I can utilize my skills and inter personal communication effectively and efficiently.


	Brief Profile
	I have more than 3 years experience of working in accounting field. My core competencies include handling Management and Financial information system, extracting management reports, data entry in Financial Information System and sound understanding of accounting procedures with effective communication skills. 


	Professional Education
	B.COM – Honors
University of Lahore
ACCA (Finalist)
University Of Lahore

	

	Professional Experience
	Accountant

Media Junction FZ LLC
Dubai

Media Junction (MJ) is an advertising company in Dubai. 

As an Accountant my responsibilities are:
· Day to Day Entries in Tally ERP 9.
· Aging of Customers and suppliers & maintaining Ledgers.
· Maintaining and preparing LPO`s, Quotations and Invoices.
· Bank Reconciliation on monthly Basis.
· Petty cash report on daily basis.
· Preparing P & L A/C and Balance Sheet Quarterly basis and reporting to Management.  
· Stock taking and maintaining record of stock on daily basis.
· Issuing stock to production for execution of jobs.
· Maintaining Payrolls and admin related works..
· Maintaining sale team quotations and commission records regarding job execution. 
· Preparing reports related cash, Cheques, Customers, suppliers and reporting to management.
Account Assistant
Overseas Courier Service (OCS)
Lahore Zone

Overseas Courier Service (OCS) is a service organization having operations all around Pakistan. Currently OCS has 5 Regional Offices (Islamabad, Karachi, Lahore, Faisalabad and Gujranwala) containing multi branches in every Zone.
As an Account Assistant my responsibilities are:
· Data entry in Global Business Management System (GBMS). GBMS is a custom made Financial Information System.

· Data reconciliation of actual receipts and payments with data entry in GBMS.

· Cross checking of vouchers and supporting documents to check accuracy of figures.

· Recording salary payments and cross checking of bank and cash ledgers for accuracy of data posting.
· Preparation of branch wise receivables aging reports.

· Follow up with branch manager for any kind of discrepancy in receivables. 

· Managing cash collection software providing day to day cash recovery position of each branch.
·  Extracting cash and bank position from Financial Information System and providing to Accounts Manager.
· Extracting day to day basis monthly expenses report of each branch and providing this report to senior management.
Training in Accounts Department
Community Support Concern (a Microfinance Institution)

Community Support Concern (CSC) is a medium sized Non Government Organization working for social and economic uplift of poor and underserved communities through Microcredit program. It’s a partner organization of Pakistan Poverty Alleviation Fund (PPAF).
As a trainee I have develop following skills:

· Preparation of bank reconciliation statement.

· Data entry in Financial and management information system.

· Coordinating with branches in different areas to collect financial data.
· Preparation of monthly budget reconciliation for all branches.
	June 2015 to Continue
Mar 2013 to Dec 2014

1st August 2012 to 31st Jan 2013

	
	Internship
National Bank of Pakistan
	April 2012 to June 2012

	
	National Bank of Pakistan is one of leading Banks in Pakistan and have braches network in all around Pakistan.

Following is a summary of experience gained during my stay there:

· Preparing cheque books issuance register, new accounts opened in a day

· Cheque book issuance

· Preparing Account Opening forms

· Payments of cheques etc.
	

	IT Skills
	· Excellent knowledge and working use of important support tools such as Microsoft Office.
· Tally ERP 9.0, Peach Tree, Quick book
· MIS (Management Information System) and FIS (Financial Information System)
· GBMS (Global Business Management System) 

	Presentation & Communication
	Well recognized by employers for presentation and writing skills.

	Reference
	References will be furnished on request


