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CAREER OBJECTIVE:
A committed and dependable team player, able to work with initiative, autonomously and within a team environment.

Ambitious, hardworking dedicated and goal oriented.
Easy adaptability to new situations, challenges and environments.

Continually strive to increase my knowledge, skills, and always willing to learn and adapt new methods skills and adaption.

Team Oriented and use to working tight deadlines and meeting set goals and objectives.

WORK EXPERIENCE:
Accountant – Motoway Industries PVT LTD
March 2015 – Dec 2016
· Daily Cash Reconciliation.

· Bank Reconciliation.

· Petty Cash reimbursement.

· Maintaining & Update books of Accounts.

· Follow-Up suppliers for the issues relating invoices.

· Preparation of Sales Invoices.

· Follow up for pending payments. 
Assistant Auditor & Inventory Controller – Sonya southren
Dec 2015 – Dec 2016
· Responsible for Inventory Item & their Distribution.
· Updating Stock Reports.

· Follow-up for material delivery with suppliers.

· Checking stock & raise material requests to Procurement Dept. for non-stock material.
· Posting in software

· Preparing ledger

· Trial balance 

· Balance sheet

· Final account

· Send the ledger to customers

· Reconcile with customer ladger
·  Any task given by management
Accountant – Hotel Jeevan Sialkot Pakistan
 

 
 

 Dec 2016 - Present
· Maintaining Books of Accounts.
· Coordinating with suppliers for Invoices Submission.
· Receiving & Booking of invoices using Three Way Matching Method.

· Keep records of all transactions.

· Supplier Account Reconciliation.
· Handle Supplier Queries.
· Liaise with Procurement Dept. for issues relating LPO.

Achievements:
· Good leadership and organizational skills, representing former college for functions.
· Elected as member of the student council at college.
· Through studying B.B.A, I am familiar with standard Accounting system, practices and principles i.e. Business Communication, audit, Business law, Taxation, financial statements, cash flows etc.

· Enjoy and thrive working in competitive environments, actively seeking new challenges, fast learner and confident leader.
Expertise:

	Reconciliations
	Financial Accounting 
	Booking of  supplier Invoices  

	Payment Allocations
	Petty Cash Management 
	Payments Follow-up

	Inventory & Internal Audit
	Supplier & Customer Relation
	Management Reporting 

	Booking Sales Invoices
	Reconciliation Of Supplier SOA
	Journal Vouchers ( JV ) Month End


BASIC SKILLS:

· Proficient in the use of MS Office Including Word, Excel, Power Point and Outlook.
· Hardware & Software Installation
· Quick to learn new software and applications.

· Computer Applications 

· Good Typing Skills – Typing Speed 40 WPM.
· Erp soft ware 

· Edge soft ware

· Catalyst 
Strength:

· Self-starter with an optimistic attitude.
· Result oriented & dedicated towards organization’s goals.

· Strong will power, motivated, bold, creative approach and team spirit. 

· Ability to work under pressure.

· Ability to learn & develop within the organization.

· Able to pick up new technologies within a short period.

· A solid team player who is always willing to help others.
Languages known:
· Fluent in writing and speaking English & Urdu.
Academic Profile:
	Matriculation ( Science )
	2009
	Bise Gujranwala

	 Intermediate In Commerce
	2011
	Bise Gujranwala

	Bachelor In Business Administration
( BS-Hons 4 Years )
	2015
	Gujrat University
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