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Naqash
Naqash.367118@2freemail.com   

Objective:

Seeking a position in Accounts or Administration within progressive and growing organization where my education & experience will have valuable application. I will be able to enhance my professional skills and would be able to get valuable work experience.
Profile:

· 2 years of experience as Accountant cum Admin officer
· Qualified with Bachelor of Commerce from Pakistan
· Can efficiently work in computerized accounting environment & well verse in MS Office Applications
· Have thorough understanding of accounting principles & concepts
· Strong analytical skills coupled with an impressive commitment to excellence and an ability to drive efficiency and financial performance improvements 

· Exceptional problem-solver with keen ability to resolve accounting issues, provide for business processes for the improvement
· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality
· Excellent communication & interpersonal skills 
Work Experience:

· Accountant in Australian Education Counsel Bahawalpur, Pakistan, January 2015 to November 2016
Job Profile
· Perform daily accounting transactions such as creating & posting vouchers
· Accurately record cash transactions
· Day to day banking activities
· Supervise & coordinate in petty cash activities for the company
· Perform timely monthly reconciliations of cash
· Prepare daily cash summary
· Maintain Accounts Receivable & Payable ledgers, checking, verifying and posting supplier/vendors invoices
· Prepare Statement of account, fully reconciled & supported with relevant and original approved documents 
· Calculate & distribute salary to employees
· Verify recorded transactions and report irregularities to Senior Accountant
· Associate Internee in HR department of Nestle Pakistan from November 2014 to December 2015
  Responsibilities
· Complete Global Survey (Nestle & I)
· Worked as a component in Management
· Worked associate in Payroll section
· Processing incoming mails
· Creating and distributing documents
Personal Skills:
· Well Disciplined
· Has the ability to perform multiple task at the same time
· Hardworking, Punctual and Regular
· Work well in pressure situation
· Fluency in written and Spoken English, Urdu

· Business Communication Skills
Computer Skills:
· Installation of Windows & Software

· MS Office(Word, Excel, Power Point, Outlook)

· Internet+ E-mail

· Accounting Software(Tally)

· Budgets & Controls Analysis Graphs

· Coordination with MS-Excel Advance
Academic Credentials:

· Master in Computer Science (2014), The Islamia University of Bahawalpur, Pakistan
· Bachelor in Commerce (2012), The Islamia University of Bahawalpur, Pakistan[image: image2.jpg]




