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	Date of Birth:
	16
	-
	Sep
	-
	1990
	Age: 
	27
	Years
	

	
	
	

	
	
	
	
	
	
	

	Email(s):
	Naveed.379602@2freemail.com  
	




	Objective: 
	To lead the organization being strategic partner of top management team of organization. 




Professional Career Summary:  

	Professional Certification
: 
	ACMA (Managerial Level)

	Education
: 
	B.Com 

	Work Experience
:
	Duration
	Organization & Designation 

	Oct 2015 – Jan 2018 
	THNM Pvt Ltd. as Manager Accounts 

	May2013 – Sep 2015
	Rupali Polyester Ltd. as Accounts Officer

	Mar2012 – May2013 
	Sapphire Textile Ltd. as Accountant




Work Experience

	Organization
:
	Toyota HN Motors 

	Organization Type
:
	3S Dealership

	Designation
:
	Manager Accounts & Finance 

	Tenure
:

	Oct 2015 to Jan 2018 

	Location 
:
	Lahore, Pakistan 

	Area(s) of Experience
:
	Finance & Accounting, Management, Auditing, Taxation

	Reporting to
:
	Managing Director 

	Responsibility
:
	Management Reporting, Audit & Assurance, Budget & Forecasting, Leading & Supervision 

	Span of Control
:
	5 staff including 2 Officers /1 Assistant Manager 

	Brief Job Description
:
	· Deal the investors, banks, insurance and IMCL.

· Monthly, quarterly and annually commission claim.

· Maintain the record of FFS, PDS, insurance and warranty claim

· Check and approve daily stock report and check & balance on store

· Cash budget and analysis with actual results 

· Check and approve receipt, payment, Journal vouchers and cash book

· Monthly staff Salary & Strength Analysis

· EOBI And social security report

· Fund Management i.e. (reconcile advances & BRS at month end.)

· Assist in financial statement and financial position.

· Monitor invoicing, payment and recovery; 

· Preparation of different reports as per SECP and statutory requirement
· Deal the labor, social security, eobi and employees related departments.

· Deal the tax related firms and provide the tax material for returns
· Monthly profit & loss, trial balance and cash flow statement

	Organization
:
	Rupali Polyester Ltd.

	Organization Type
:
	Yarn & Staple Fiber Manufacturing 

	Designation
:
	Accounts Officer 

	Tenure
:

	May 2013 – Sep 2015

	Location 
:
	Sheikhupura, Pakistan 

	Area(s) of Experience
:
	Accounts, Auditing, Budgeting, Costing

	Reporting to
:
	Manager Accounts 

	Span of Control
:
	2 Accountants

	Brief Job Description
:
	· Daily, weekly and monthly stock reports all departments

· Cash & production budget 

· Handling provident fund for plant

· Check and approve receipt and payment Journal voucher and cash book

· GH over time comparison reports

· Canteen meal & tea rate working & comparison

· Costing of production 

· Check full and final settlement of left employees.


	Organization
:
	Sapphire Textile Ltd.

	Organization Type
:
	Manufacturing 

	Designation
:
	Accountant

	Tenure
:

	Mar 2012 – May 2013

	Location 
:
	Lahore, Pakistan 

	Area(s) of Experience
:
	Accounting, Costing 

	Reporting to
:
	AM Accounts 

	Brief Job Description
:
	· Prepare receipt, payment Journal vouchers
· Department wise labor, material and overhead costing
· Costing of production 

· Calculate the sale price of the production and make the analysis sheet


Professional Certification & Academic Education 

	Sr.
	Certification / Degree 
	Institution / University 
	Specialization / Major 
	Passing Year

	1
	ACMA(Managerial Level)
	ICMAP
	Management Accounting
	2014

	2
	B.Com 
	University of Punjab 
	Commerce 
	2010

	3
	I. Com
	Bise Lahore 
	Commerce 
	2008

	4
	SSC
	Bise Lahore 
	Science 
	2006


Computer Skills and Other Abilities

	Sr.
	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	1
	Word Processing
	Good
	Currently Using 

	2
	Soft Presentation
	Above Average 
	Currently Using

	3
	Outlook Express
	Above Average
	Currently Using

	4
	Spread Sheet
	Excellent 
	Currently Using

	5
	ERP (ORACLE)
	Excellent 
	Currently Using

	6
	Budgeting and Forecasting
	Average 
	Currently Using

	7
	Jabeen Accounting Application
	Excellent
	Currently Using

	8
	Peach Tree 
	Above Average 
	2012


Remarkable Achievements & Awards

	Sr.
	Description of Activities 
	Year

	1
	Implementation of Jabeen Accounting Software in THNM Pvt Ltd and design the Chart of Accounts 
	2016


Professional Development 

	Sr.
	Workshops / Seminars 
	Year

	1
	Seminar on Taxation
	2014

	2
	Seminar on Corporate Governance 
	2014


Social Membership & Co-curricular / Leisure Activities

	Sr.
	Description of Activities 

	1
	Reading Books 

	2
	Playing Cricket


Personal Information

	
	

	
	

	Marital Status 
:
	Married

	
	

	Religion
:

	Islam

	Language Competency 
:
	English, Urdu, Punjabi

	Blood Group 
:
	B+
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