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Objective
 Seeking a position to leverage my professional qualification and experience to benefit mutual growth and success.
 To play key role in the organization I am associated with utilizing my skills, strength and experience for insuring organization growth as well as personal.
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Profile

· Six years of increasing responsible experience in Accounts, Finance and Audit.

· Having experience of preparing accounts up to finalization.

· Soft skills Quick Books and MS Office.

· Specialist in Corporate Reporting, Financial Management, Audit, Taxation & Business Analysis.

· Strong analytical, Team player, Goal oriented, Confidentiality, Time Management, Data Entry Management and leadership skills.
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Professional Experience

Position

:
Finance Officer 
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Organization

:
Apex Consulting Pakistan Limited
Duration

:
March, 2015 to Feb 2017         (2 Years )

Company Profile
:
United Nations consultant in different projects.  
Accomplishments 
· Review, investigate and correct errors and inconsistencies in General Ledger entries, assist Finance Manager in closing process. 

· Overseeing the entire accounts payable module, review all invoices for appropriate documentation to make sure that invoices billed to the company are correct.

· Responsible for day to day management of books of accounts, preparing and posting month end closing journal vouchers.

· Prepared accounts payable aging report, reconciling vendor statements and clearing payments.

· Primary contact with banks on day-to-day banking, including changes to signatories and opening and closing of bank accounts.

· Assisted HOD’s in the preparation of reporting to the board of directors.
· Prepared of invoices and Purchase Order.
· Prepared payroll, bank reconciliation statements and accounting of letter of credit.

· Contributed to the identification of opportunities for continuous improvement of systems, processes and practices in the Finance department.

Position

:
Accountant
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Organization

:
Heavy Mechanical Complex Pakistan (H.M.C Pakistan) 
Duration

:
Jan, 2012 to Feb, 2015 (4 years and 2 months)
Company Profile
:
working in engineering Goods manufacturing 

Accomplisments

· Generate accounts payable and receivable aging report, reconciling with vendor and customer statements and clearing payments. 

· Prepare and post intercompany transactions, issue debit notes and reconcile balances.

· Accountable for day to day management of books of accounts, reconciliation banks accounts with company bank ledger, preparing and posting month end closing journal vouchers.
· Prepare payroll and transfer the salary to the Employees through WPS.
· Establish tables of accounts, and assign entries to proper accounts.

· Overseeing the preparation of sales invoices and following up on receipts from customers.

· Responsible for timely replenishment and reconciliation of petty cash to ensure the availability and accuracy of cash on-hand.

· Analyze individual account information, providing pertinent data to support decision making.
· Processing Import documents from shipper in the Origin with different payment terms (DP at sight, LC).

· Make recommendations to management for improving systems & controls for efficiency and effectiveness
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Position

:
Managment Trainee
Organization

:
Provicial Earth Quack Rehabilitaion authority 
Duration

:
FEB 2011 to March 2011 
Company Profile
:
Earth Quack Rehabilitaion Department Government of Pakistan.
Accomplishments 
· I have obtained adequate expertise in review of systems and audits of manufacturing, trading, financial and service industries. Nature of services performed includes.   

·  Assisted in the Recruitment process 

· Assisted in preparing job advertisement.

· Assisted in short listing of applicant

· Participated in general administration matters

· Participated in general official correspondence
· Carrying out Agreed-Upon-Procedures and Special assignments.

· Performed the responsibilities of audit supervisor in his absence.
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Professional Qualification
             Masters in Business Administration – MBA 



         2011
Qualified from Hazara University Pakistan
Bachelors in Science – BS.C (Mathematics)


                      2009
Passed from Hazara University Pakistan
             Diploma in information Technology – D.I.T                                                      2016
Passed from Trade text board Pakistan 
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Trainings
· Action Planning from Islamabad , Pakistan 
· Microsoft Excel by professional trainer.

· First Aid training from Islamabad Pakistan
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