[image: image2.jpg]



SHIEKH 
Email: shiekh.368418@2freemail.com 
 PERSONAL SUMMARY
A highly organized and dependable professional with invaluable experience in financial reporting and accounting covering a variety of industries from start-up business, to financial management and company closures. Hands on experience of providing professional advice in strategic sectors such as financial reporting, taxation, auditing and corporate finance. Easy going by nature and able to work with all members of staff regarding finance issues to resolve problems.
 STRENGTHS
· AR/AP Management 
· Asset Management 
· Adaptable to challenging business scenarios 
· MS office applications 
· Good work organizing and work in a Team

· positive mind and working hard

·  Ability to learn latest things in work fields

· Good relation with the colleagues

CUMULATIVE PROFESSIONAL EXPERIENCE (1.5 years)
Swat Agro Services, Pakistan

  (Accountant–Jan 2016 to February 2017)
       Responsibilities: 
· Maintain all books of accounts (Cash book, Bank book, stock register, Fixed asset register) 
· Bank Reconciliation 
· Verifies and posts transactions to journals, ledgers and other records. 
· Prepare, examine, and analyze accounting records and other financial reports to assess accuracy, completeness and conformance to reporting and procedural standards. 
· Reporting to senior managers regarding the company’s finances. 
· Processing year end accounts. 
· Accurately and promptly processing documentation. 
· Investigating outstanding items and resolving financial discrepancies. 
· Preparing annual financial statements. 
· Carrying out any other accounting related duties as assigned by the Accounting management. 
· Preparing standard accounting reports and summaries for financial analysis.
National Bank of Pakistan (Chupriyal Branch)
  (Internship  –July 2015 to 31 August 2015)
       Responsibilities: 

· Supervise debit, credit or cash transactions, as well as other forms of payments within the bank

· Supply clients with relevant information on products and services available in the bank

· Maintain an extensive report on daily, weekly, and monthly transactions

· Resolve customer issues pertaining to products and services

· Online payments/Transfers
·  Opening of current, saving and joints account after proper reviewing the documents required

· Prepare money orders, bank checks, direct deposit and electronic payments.

· Help customers fill out loan applications and serve as liaison between clients and loan officers.

· Enter transaction data in proprietary banking systems.

· Assist customers with online banking, statement questions and general customer service.

EDUCATION
	Degree
	Status
	Year
	Board/University

	
	
	
	

	 MBA( Master)
	 Cleared
	 2015
	 Agriculture University Peshawar

	BCS ( Computer Science)
	 Cleared
	 2013
	 University of Swat

	HSSC 
	Cleared
	2009
	BISE Swat

	SSC
	Cleared
	2007
	BISE Swat


COMPUTER SOFTWARE COURSES ARE:
 MS Office, Quick Book, peachtree
PERSONAL INFORMATION                    
· Nationality:           Pakistani

· D.O.B:                     April 04, 1993          

· Marital Status:      Single 

· Visa Status:           Visit Visa
LANGUAGES

 English, Urdu, Pashto 
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