 ADEEL.351838@2freemail.com 

The HR Department.
Subject: Covering Letter 
Dear Sir,

I am submitting this letter along with my curricular vitae. I am an energetic person, holding Graduation degree in Accounts. As well as I have Cleared ACCA fundamentals and these days working on BS Accounting and Finance thesis from Oxford Brooks United Kingdom. My zeal to excel through my core competencies, energy to grow at my level best, (very specifically desire to perform for high-value organization) and ultimately, bright career prospective induced me to apply for said position.

My exposure for financial and administrative tasks and my communication skills are really workable for me to seek competency in position being applied for. My CV tells about my humble exposure, as I always prefer to be a team player, like to listen and to assist the people and to remain in team-binding with affiliates and the general; while focusing on what my job is requiring, and, to remain proactive and calm. I have zeal for unending value-addition, can perform multiple administrative tasks under workload and can be found quite flexible and energetic, no matter how much demanding is the schedule of duty would be.

Recently I worked with ECS Pvt Ltd as a Sr. Manager Accounts and Finance at Finance Department and worked at ERP Microsoft Dynamics AX and POS for more than a year.
 I also have working experience at internal audit at FRITOLAY PEPSICO Pakistan for more than three years.  
Moreover I have also experience with accounts and taxation with different national and multinationals in Pakistan.
I have also experience in EFU Life assurance from 24th Aug 2010 till date 11th September 2011.
To be ethical in working and accomplishing multiple tasks with right acumen and as per desired level of the authority/organization, are the principles which induced me to work for a better future, for a best organization

I assure you that if you will grant me a chance to present my humble self before interviewer(s), I will be able to describe about my potential, aspirations and expertise. 

Sincerely,
                                                                                       [image: image1.jpg]



ADEEL                                                                                
Curriculum Vitae’

 (B) Academic Profile:

	Degree
	Year of Passing
	Board/University

	                           ICAEW
	IN PROGRESS

	FINALIST.

	ACCA
	PROFESSIONAL’S
	ACCA UK

	B.COM
	2010
	PUNJAB UNIVERSITY, LAHORE.

	ICS
	2005
	ARMY PUBLIC COLLEGE SIALKOT.

	Matriculation
	2003
	THE CITY SCHOOL SIALKOT.


(C) Career Objective

To avail challenging opportunities by utilizing multidimensional skill, and to prove command over good managerial skills, by using my qualification, knowledge and experience.

(D) Professional Experience & Skills:

D- (a) Experience:

Recently I worked as a “Sr. Manager Accounts and Finance” in a reputable retail industry in Lahore Pakistan.

All JD’s attached to my designation related to ERP .Microsoft Dynamics Ax and POS.
· Calculating Retail Statements (Sales) of Branches (Including Online) and posting after confirmation of all transactions are properly recorded through branches POS system.

· To ensure daily branch expenses are posted in proper heads in the ERP and expenses relating to branch are duly verified by Shop Manager.

· New Branch’s Contractor Advance Payments, Bills Verifications, Classifications, Reconciliations and Rectifications. Shop renovation expense verifications.

· Responsible for maintenance of proper record relating to fixed assets of the company (Head office & Branches).

· Responsible for tagging of all fixed assets and their physical counting.

· Reconciliation of all banks on daily basis with actual bank statements and Dynamics AX.

· GL Clearing Accounts Reconciliations.

· Daily Cash reconciliations of all branches and surprise visits for physical cash counting.

· Detailed verification of monthly payroll before payment.

· Verification of all Final Settlements before payment.

· Supervision of all retail related financial operations including Petty cash, Daily sales posting, POS income/expense accounts etc.

· Responsible for ensuring monthly & annual closing in AX on timely basis.

  D- (b) Experience:

Before joining the current organization I have experience for 3 and half years in Audit and Finance Assurance.

Clients for Internal Audit and Financial services were: 
· Frito-Lay Pepsi Cola International.
· So-Kamal Textile.

· Nishat Chunnian Power Plant.

· Rasheed Hospital and Rasheed Floor mill.
      D- (c) Experience:

· Aug 2010 to Sep 2011:

Served as Sales Consultant in EFU Life Assurance since 24-08-2010. Responsibilities include sales, customer relations, office management and follow-ups.

D (d) - Professional Skills:

· Having excellent command over preparing and handling all sorts of correspondence and communication (letters, memos, reports, e-mails, etc.).

· To perform reception duties in an efficient, professional and courteous manner.

· To communicate and liaise verbally and in writing between different department of the company, government offices, visitors, enquirers and relevant staff, and interpret and respond clearly and effectively.

· Ability to have confident interface at senior levels, for effective communication.

· To file data and perform other routine clerical tasks as assigned and for other departments as needed.

· To manage the matters relevant to the lodging, traveling, vehicles, visas etc, of the foreigners working in the company.

· To manage and control departmental expenditure within agreed budget.

· To establish and maintain effective working relationship with colleagues, supervisors and the general public. 

· Managing misc. administrative issues and making follow-ups.

· To manage multiple priorities and collaborate with different people at the same time.

· Motivating and supervising field/floor staff to get best possible out come in general works.

· To maintain regular, consistent and professional attendance, punctuality, personal appearance and adherence to relevant health & safety procedures and professional ethics.

· To order and maintain relevant office supplies for effectiveness of personal duties. 

· To pursue personal development for skills and knowledge necessary for an effective performance of the roll.

· To contribute to the evaluation and development of operational strategy and performance; in cooperation with executive team.
D- (e) Certificates:
· Team Building Certificate by MAXFOSTER GLOBAL.
(E)- Personal Traits:
· A flexible, confident and committed person with good attributes to manage the To-Do’s, with high level of calmness and confidentiality.

· High proficiency in English and Urdu.

· Able to juggle multiple tasks while completing deadline-sensitive assignments.

· Able to remain calm and productive in midst of heavy workload and fast-paced environment.

· Proven communication, negotiation, and analytical skills.

· A clear understanding of the inter-relationship among functions.

· A person with pleasant personality.
(G)- I. T. Awareness:
· Practical know-how of MS Office, Internet, E-mail, Out-Look Express.

(H)- Leisure/Extra-curricular activities:

· To read literature of miscellaneous sorts.

· Remained an orator, essay writer and presenter during school and college years, both in Urdu and English.

REASONS TO LEAVE CURRENT ORGANIZATION:

· To do a job which may award more practical exposure relevant to my area of studies & professional growth in longer run and may award more financial ease?
Additional Notes:

· Best Strength:

Strong communication skills, loyalty, confidentiality, flexibility, adaptability.

· References:

To be furnished on requirement.
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