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NADIR
VISA STATUS (VISIT VISA)
CAREER OBJECTIVE



E-mail: nadir.350083@2freemail.com
DOB: January 06, 1987
Nationality: Pakistani
Looking for a growth oriented position where I can enhance my skills in a competitive environment for a rapid growth of my career. 

PROFESSIONAL EXPERIENCE
1. NEW WAYS INDUSTRIES (PVT) LIMITED

Accountant (October 2013 – January 2017)

RESPONSIBILITIES & ACCOUNTABILITIES

· Preparing financial documents such as invoices, bills, and accounts payable and receivable

· Completing purchase orders

· Managing payroll

· Completing financial reports on a regular basis and providing information to the finance team

· Set up new suppliers on accounting software

· Completing bank reconciliations

· Posting daily receipts

· Managing company ledgers

· Processing business expenses

· Coordinating internal and external audits

· Verifying balances in account books and rectifying discrepancies

· Verifying bank deposits

· Resolving errors in financial reports and correcting faulty reporting methods

· Recording office expenditures and ensuring these expenses are within the set budget

· Assisting the finance department and senior accounting staff members with various tasks, including preparing budgets, records, and statements

· Entering financial information into appropriate software programs

· Reporting on debtors and creditors

· Handling accruals and prepayments

· Managing monthly budgeting tasks

· Encoding accounting entries for data processing

· Sorting financial documents and posting them to the proper accounts

· Reviewing computer reports for accuracy and meticulously tracing errors back to their source

· Managing day-to-day transactions

2.  PERFECT EMBROIDERY                                                          
    Accountant (June 2010 to September 2013)

RESPONSIBILITIES& ACCOUNTABILITIES
· Maintain cash book daily Cheques and Cash Collection. 

· To maintain purchase journal and suppliers accounts.
· Preparing financial documents such as invoices, bills, and accounts payable and receivable.
· Calculation and issuance of invoices to  Contractors
· Assist in Collection of Receivables in Internationally and Nationally 

· Weekly / Monthly Bank Reconciliation.
· Weekly /  Monthly reconciliation of Statement of Accounts for Receivables and Suppliers
· Preparation of daily Deposit Summery of bank collections.
· To make an internal audit of suppliers accounts update balances and advances to employees twice in a month.
· Filing of all receipts and records according to contracts wise

ACADEMICS
Master of Commerce 
University of Sargodha - 2012-2014
Bachelor of Commerce 
University of Punjab - 2006-2008        
SKILLS/ABILITIES

	Technical
	Human
	Personal

	· MS Office (Word, Excel, PowerPoint)
· Accounts and Inventory Software
	· Participative Management

· Teamwork

· Leadership

· Interpersonal Savvy

· Conflict Management

· Ability to work with minimum supervision
	· Highly Presentable

· Confident

· Dedicated & Hard Working

· Proactive

· Self Initiator

· Positive Attitude

· Adaptable

· Result Oriented


