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 OBJECTIVE:

To work in an organization where I can apply my professional knowledge, Skills and Potential in an effective manner to transform myself in a more competent professional and can add great value to the organization.
Synopsis: 

Accomplish professional with two years experience as an Assistant Accountant in Crystallite Private Company.
PROFESSIONAL SKILLS:
· Bank Reconciliation

· Invoice Preparation

· Aging of Accounts Receivable

· Accounts Payable ledger

· Accounts Receivable Ledger

· Receipt Reconciliation​​
· Preparation of Sales Report on daily basis

· Taking follow up from client and sending reminders to make the payment

· Coordinating with Sales team & responding to their queries

· Time Management

· Experimental learning

· Self motivated
& Proactive
· Strong analytical & problem solving skills
PROFESSIONAL WORK EXPERIENCE: 

Organization

:
Crystallite Pvt. Company




(Leading Telecommunication Company)

Tenure


:
Jan 2015 – Jan 2017
Designations

:
Assistant Accountant 
Responsibilities:




Supporting the business by assisting to produce financial & management accounting information on which financial decisions are based. Also involved in compiling financial reports and analyzed.

Key Responsibilities:

· Responsible to create Daily Management reporting in Excel

· Destination wise gross profit on daily basis

· Invoice preparation

· Invoice Reconciliation

· Maintaining Accounts Payable & Accounts Receivable Ledger in Quick book
· Aging of Accounts Receivable

· Taking follow-up from the Client on invoice

· Recording of Direct & Indirect Expense in QuickBooks

· Payment addition in the system

· Responding Sales queries

· Verifying rates

ACADEMIC EDUCATION:

	DEGREE
	EXAMINING BODY:
	YEAR

	Masters of Commerce
	University Of Karachi
	2016

	Bachelor of Commerce
	University Of Karachi
	2013


ADDITIONAL SKILLS:

· Quick Book
· Tally

· MS Excel Advance

(MS Formulae, Vlookup & Hlookup, IF and Count Formulae, Pivot table function)

· MS Office


(All versions, esp. MS Word, MS Power Point)

TRAININGS & WORKSHOPS:


Computer Collegiate:







Year - 2013
· Intermediate and advance levels of MS excel
PERSONAL INFORMATION:

Date of Birth

:
19th March, 1991
Religion


: 
Islam
Language 

:
English, Urdu, Hindi
Nationality

:
Pakistani

Muhammad
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