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PERSONAL SUMMARY





I am a highly capable and experienced professional. I have experience in many aspects of office administration accounts. I am a confident and an enthusiastic person with the ability to learn and adapt quickly to new challenges and to handle difficult situations under pressure. I have an organized approach with good communication skills, which enables me to work effectively either on my own or as part of a team.





AREAS OF EXPERTISE





Analytical Skills�
Computer Literate                    �
�
Pro-active Problem Solver�
Customer Relation/Teamwork�
�
Researching Skills�
�
Communication Skills�
�
�
�






CAREER HISTORY





Admin & Accounts Assistant


Lima Heavy Industries (UAE)�
�
May  2016- Present





Duties


Processing invoices from various locations for payment.


Making Inquiries & Producing Purchase Orders.


Ensuring that the pricing, quantity and terms on any Purchase Orders match the invoice.


Matching invoices to purchase orders and goods receipts & Reconciling vendor statements.


Making electronic back-up copies of all invoices and then storing them.


Coding documents according to company procedures.


Corresponding with suppliers & contacting vendors to resolve account discrepancies.


Verifying invoice cost against purchase order cost before issuing any vendor payments.


Successfully renegotiated payment terms with suppliers.


Checking submitted expense reports for proper approval and coding.


Documenting all accounts payable transactions.


Collecting all invoices and obtaining approval for payment.


Recording all cash activity on a daily basis.


Calculating salaries, overtimes and benefits.


Arranging the payment of staff salaries and maintaining filling system.


Calculating payroll from timesheets and general payroll administration.


Calculating and recording sickness payments and processing time sheets. 


Managing day-to-day operations related to Administration and Office Management.


 Maintaining accurate records of sick/maternity/parental leave. 


Updating & maintaining the holiday and absence records of staff. 


 Processing expenses and overtime claims. 


Preparing daily attendance report on all sites and sending to the Managers and Directors.�
�






Internship�
�
Third Watch Security Systems in Pakistan (Samsung Dealership)�
�
July 2015 – December2015





Duties





Book Keeping and maintaining basic accounts


Reconciliation of Bank Statements


Ledger entries/ journal Entries


Preparing Accounting entries


Customer Relations


Reviewing/Correcting Accounting entries





�
�






COMPETENCIES / SKILLS





               TECHNICAL SKILLS


Accounts


Advance Knowledge of MS Excel, Quick book, Peachtree and Tally ERP 9. 


Microsoft


MS Excel, MS Office… 


Win XP, Win 7, Win 8…


Photoshop, Coral Draw 


Computers


Hardware and software installation and problem trouble shooting�
�






               ACCOUNTING/ ADMIN


A Good all round Financial Accounting Knowledge. 


Knowledge of Accounts Payable/Receivable processes & procedures. 


Knowledge of payroll functions and procedures.


Experience in using different accounting systems. 


Experience in sales invoices & the upkeep of an accurate accounts filing system. 


Preparation and input of month end journal vouchers. 


Inputting, matching, batching and coding of invoices.


 Debtor and Creditor reconciliations. 


Preparation of various reports for senior managers. 


Financial accounts including budgets and cash-flow. 


Excellent analytical, reconciliation and overall troubleshooting skills.


Good general knowledge of office procedures.


Ability to interact with all levels of management.


Strong Excel skills.





�
�






LANGUAGES:


Language�
Ability�
�
ENGLISH�
Fluent�
�
URDU�
Fluent�
�
PUSHTO�
Fluent�
�
HINDI�
Good�
�






ACADEMIC





Bachelor of Business Administration  (Finance)


Abdul Wali Khan University, Mardan (2015)


F.Sc Pre Engineering 


Mardan Higher & Secondary Education Board, Pakistan (2011)
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