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Objectives:  
To effectively apply myself in a professionally challenging environment in a manner that positively benefits the organization’s goals and objectives and contributes towards my career development.

Area of Expertise: -
	· Financial Reporting
	· Software(Tally 9, Quick Book, Peach Tree)  

	· Accounts Payable
	· Revenue Report

	· Accounts Receivable  
	· Inventory & Stock System         

	· General Ledger Reconciliations 
	· Internal Audit or External Audit

	· Accounting Transaction or Entries 
· Payroll 
	· ERP System (Accounts & Finance Module)
· Budgeting / Analysis


[image: image4.jpg]NO3L=»

ADVERTISING LLC




Professional Experience: 
· Noble Advertising Company LLC       
SENIOR ACCOUNTANT:               (April-2016 To May -2017)     
· Preparation of monthly (PLS) Profit & Loss Statement & (BS) Balance Sheet.

· Monthly & Weekly Sales & Revenue Report
· Accounts Payable (A/P) & Accounts Receivable (A/R) Statement on Monthly Basis
· Making of Invoices on company standard.

· Controlling and Managing Cash Flow of the company.

· Successfully completed the Audit of the Company (Year 2015) 
· Checking and recording of vendors/supplier invoices into software 
· Making of Salaries for all staff working in the company. 
· Controlling of Petty cash System of the company.

· Making of LPO for Supplier and Quotation for Client.
· Entries of Payment vouchers, Receipt Voucher, Cash Receipt , Cash Payment

· All company Accounts Reconciliation including Bank Reconciliation. 
· Egyptian Pakistani Telecommunication Services Company (Pvt.) Ltd.   
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AN ORASCOM COMPANY                   
ACCOUNTANT:
  (Feb-2012 to Sep-2015)
· Preparation of (MIS) Monthly Income Statement 

· Preparation of monthly (PLS) Profit & Loss Statement & (BS) Balance Sheet.

· Monthly and weekly sales report, Account Receivable/Revenue entries & reconciliation
· Making of invoices on company standard.
· Successfully completed Accounts Receivable audit in 2014
· Checking and recording of vendors/supplier invoices into software (Comsys General).
· Successfully completed audit of Accounts payable in 2012,2013,2014
· Reconciliation of all suppliers/vendors accounts & Process for payment.
· Details of advances given to vendors/supplier, entries and reconciliations.

· Co-ordination with vendors & branch admin about the invoices, payments and query.
· Prepaid rent /rent expense entries and monthly reconciliation.

· Maintenance of prepayment schedule & prepaid chart. 

· Controlling of petty cash system given to branches through software & manual system                         
· Prepare analysis of accounts and on the basis produce monthly reports
· Quarterly Audit and Annual Audit of Inventory or Stock all Branches.
· Entries of Bank payment vouchers & Bank Reconciliation and Co-ordination with banks
Administrative Responsibilities:                                                                                   

· Preparation of all types of agreements and contract fuelling, vehicles, offices, and others. 

· Checking of invoices according to Agreement 
· Co-ordination with branch administration about invoices procedure, expenses 
· Preparation of expense sheet against invoices.
· Maintain Employee records, Maintenance of payroll system.

· Khushhali Bank Limited   ( Micro Finance Bank )   
                                    
ACCOUNTS ASSISTANT:            (June-2007 to Feb-2012)
· Scrutiny of various kinds of Payment & Receipt Vouchers & Imprest/Cash statements. 

· Reconciliation of Bank and Cash Accounts.
· Journalizing of adjustments to be made. 

· Feeding and posting of data in computerized accounting system (Sidat Hyder Financials 
  And Cash Management System).
· Correspondence with Branches and help them on different matters of branch matters.
· Preparation of monthly funds Projection for funds transfer to branches.

· Accruals, reversals & control of monthly expenses of branches.

· Maintenance of funds position of branches for the purpose of disbursements of Loan       

  cheque.

· Preparation of Weekly Bank Balances

· Controlling of Imprest system of branches 
· Checking and  maintenance of petty cash system  
· Successfully completed audit of branch accounts & head office accounts from 2009 to 2012.   
Education: 

· Master in Business Administration  MBA Finance and Accounts  (Federal Urdu University Science Arts & Technology) with 1st Division


· Bachelor of Commerce  B.COM  (Punjab University) with 1st Division


· Intermediate in Commerce I.COM  (Federal Board) with 1st Division

Training/Computer Skills
· Can smoothly operate Excel, windows, Word, and other commonly used software

· Expert in Internet usage with search and exploration skills and E-mail operations
· Workshop on Customer Satisfying Innovation conducted by British Council

· Training program “Cash Management” conducted by The Institute of Bankers
Soft Skills (Executive Process Skills):
	· Time Management
	· Creative Problem Solving & Decision Making 

	· Communication Skills 

· Leading yourself & Excellence.
	· Negotiating/Mediation skills 

· Presentation Skills  

	· Priorities Setting Skills  
	· Appraisal Skills


References           
· Will be furnished upon request                         [image: image1.png]













