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SYED                                                                                   Possition Applied: Accounts & Finance
Mail: SYED.349774@2freemail.com 
                                                                                                                                                                                        
CAREER OBJECTIVE
To pursue my career in dynamic and career oriented organization from where I can learn more, and enhance my abilities and potential and in the process contribute positively towards the development of the organization. 
SUMMARY
· As a Persistent, Self Motivated, Dedicated, Honest & Loyal professional with 4 years experience as an Accounts & Finance, Expert in using Telly, Quick book & Microsoft Office. Ability to Work Under pressure and handled difficult situations.
PROFESSIONAL EXPERIENCE
· Magnacrete Pvt Ltd
Duration: November 2015 to November 2016                                                  1 Year 0 Months Role: Executive Accounts & Finance
· Omar Jibran Engineering Industries Ltd

Duration: April 2013 to November 2015                                                            2 Year 6 Months
Role: Assistant Accounts & Finance
ROLES AND RESPONSIBILITIES
	· Preparing General Ledger, Trial Balance, Profit & Loss Account, Balance Sheet

· Bank account reconciliation

· Internal auditing with divisions

· Handling Petty Cash

· Preparing the petty cash reports by daily and monthly (Cash specification Sheet)
· Preparing Cash payment vouchers, Receipt vouchers, Journal voucher

· Making Financial Reports Monthly
· Preparing reports for receivable & payables.

· Making Transactions in Quick book, Telly & Microsoft Office

· Reconciliation all money transactions

· Preparing cheques for all Payable parties
· Checking stocks and keep maintain
· Preparing LPO (Lower Payment Option) and getting prior approval 
· Preparing invoices & delivery notes

· Posting Invoices and making report of pending Delivery Challans
· Preparing credit notes

· Cordination with clients and suppliers

	· Follow up the receivable & payables
· Preparing the payroll sheets & final settlement

· Getting quotation from suppliers as per specification from authorized person.

· Reconciliation the supplier's quotation.

· Proper Aging Report check for Clients & Suppliers

· Letter of Credits complete documentations from opening till retirement.
· Purchase & GRN record.
· Advance against Salary & Expense ledger recorded (Adjust at the time of adjustment)


INTEREST & ACTIVITIES
· Social Activist, Sports like Pool gaming, Internet browsing & surfing for learning different softwares, SEO Expert, Music, Singing.
TECHNICAL & PROFESSIONAL SKILLS
· Proficient in using Microsoft Office, Advance Excel, Telly, Quick book Enterprises. 
ACADEMIC QUALIFICATION
	Course
	College/Board/University
	Year Of Passing

	MBA (Finance)
	Mohammad Ali Jinnah University
	2010-2012

	B.Com 
	University Of Karachi
	2006-2008

	H.S.C
	Askari Intermediate College
	2004-2005

	S.S.C
	Grammar High School
	2002-2003


SKILL SETS
· Analytical, Communication, Detail Oriented,  Information Technology, Organizational, Account Reconciliation, Aging Reports, Complete bookeeping with proper narration, support & verification, Balance sheet, Record all cash & bank receipts & payments, Month end closing, Bank credit transfer letter (Transfer online), Avail RTGS (Real Time Gross Settlement), Avail Bill Discounting ETC.
OTHER / PERSONAL DETAILS
Passport


                  :  Valid passport
Visa Status

                  :  Visiting Visa (Valid Till 05/05/2017)
Language Known


 :  English, Urdu, Sindhi and Punjabi.

Date of Birth



 :  14th Nov 1986
Nationality 

                              :  Pakistani
