

`
	HAMMAD 
	[image: image1.png]




	
	
	

	E-mail:

	                  hammad-388826@2freemail.com 

aa


	

	OBJECTIVES:

	· To engage in a career that will allow for progress in terms of expertise, socio-economic development, and innovation through exposure to new ideas for professional growth, as well as growth of the company.

	PROFESSIONAL PROFILE:

	· ACCA Affiliate, having 6 years of experience in the field of Accounts and Finance in different types of industries.
· Having strong practical knowledge to operate Computerized Accounting (SAP, QuickBooks, Peachtree, Tally, and Ms.Office).
· Well versed in Financial Accounting, Financial Management, Costing, Taxation (both UK and Pakistani VAT) etc.
· Excellent knowledge of IFRS, Corporate Laws & Taxation Matters.
· Complete understanding of external & internal audits of financial & business operations. 
· Ability to establish and maintain professional relationships with clients, colleagues and external bodies.
· Ability to manage multiple tasks efficiently & accurately under pressure while meeting tight deadline schedules.
· Have excellent planning, analytical & problem-solving skills.
· Have excellent communication skills.
· Have the ability to quickly identify problems as well as provide appropriate solutions.
· Energetic & self-motivated with a high degree of cultural sensitivity.
· Can work under pressure & meet deadlines. 
· Possesses excellent planning, analytical & organizational skills and can work well independently

	PROFESSIONAL QUALIFICATION/CERTIFICATIONS:

	ACCA(Association of Chartered Certified Accountants, UK)

	

	SAP Financials (AP, AR, GL) Certified from ExD Academy
· 48 hours of end-user training.(Spread over 8 weeks)
· Including SAP AP(Accounts Payables), AR(Accounts      Receivables) and GL(General Ledger)

	

	ACADEMIC QUALIFICATIONS:
	

	Qualifications
	
	Institutes
	
	Year
	
	Achievements

	ACCAA
	
	ACCA London
	
	2016
	
	Pass

	B.Com
	
	University of Punjab
	
	2010
	
	Pass

	
	
	    
	
	
	
	

	I.Com
	
	Federal Board of intermediate & secondary education, Pakistan


	
	2008
	
	Pass           

	Matriculation
	
	Federal Board of intermediate & secondary education, Pakistan
	
	2006
	
	Pass

	PROFESSIONAL EXPERIENCE:

	1. 3 months as Accounts Officer At Aadil Associates Pvt. Ltd/ Services International Trust.
From. October 2018 to January 2019. 

· Maintaining company and Trust (Multiple) accounts using QuickBooks.

· Communicate with trust donors for timely collection of donations. 

· Dealing with banks for up to date maintenance of bank records. 

· Solve any discrepancies with company receivables and trust donors. 

· Dealing with company vendors and customers for timely payments.

· Dealing with banks and performing bank reconciliations for multiple bank accounts.

· Petty cash handling. 

· Ensuring separate management of company and trust cash.

· Preparing weekly, monthly, quarterly and yearly reports as required by the management on QuickBooks and MS Office.

· Performing HR and Payroll functions i.e. timesheets, employee's overtime, and deductions.

	2. One year in the Finance Department at OGDCL (Oil And Gas Development Company Limited). Sales Tax department.
From, 16/10/2017 to 15/10/2018
Major Responsibilities:
· Preparing and filing the monthly Sales Tax Returns of the company.
· Entry and posting of Sales Tax and FED vouchers in Oracle ERP. 
· Maintaining the monthly Master record concerning sales tax.
· Assisting in and preparing opinions in response to any queries regarding the applicability of Federal or Provincial Sales Tax according to the relevant laws. 
· Preparing other reports as required by the managers. 
· Monthly reconciliation of vendor accounts concerning GST and Withholding tax.

	3.  6 months as an Accounts Officer in Royal Air Travel Services. (From January 2017 to June 2017) 

     Major Responsibilities:

· Preparing and maintaining the accounts using Asia Soft software.

· Daily posting of sales and other transactions.

· Maintaining accounting controls by preparing and recommending policies and procedures.

· Issue customer statements on a monthly basis.

· Coordination with banks and clients regularly to ensure the timely recovery of receivables.

· Handle petty cash, vendor correspondence and records of assets.

· Monitoring daily expenses.
· Coordination with vendors for payment of invoices.

	4.  Three years as an Accountant at ESTATENEX Islamabad (from January 2014 to December 2016).

Major Responsibilities.

· To ensure smooth operation of all finance matters

· Support the Finance Manager by inputting into sales and purchase ledgers from source documents.

· Monitor accounts to ensure payments are up to date.

· Maintaining all company ledgers accounts using QuickBooks.

· Conduct monthly bank reconciliations.

· Coordination and communication with Banks and other Banking related matters.

· Compute taxes and prepare tax returns, ensuring compliance with payment, reporting, and other tax requirements.

· Assist in financial audits and reviews as required.

· Assist in the production of financial statements and applications, preparation of spreadsheets, reports, and correspondence as required.

· Forecasting cash payments and anticipating challenges arising from limited cash flow.

· Timely completion of documents and follow up the customers.

	5. One Year work as a Management Trainee Officer in (Accounts)department at Pakistan Telecommunication Company Limited (PTCL)Headquarters, Islamabad (Jan 2013 to Jan 2014)
Major Responsibilities:
· Responsible for timely Payment of Invoices related to capital expenditures through cross cheque & TT (Telegraphic Transfer).
· Monitoring of SAP for payments.
· Maintain accurate vendor and expense records, and control reports, reconciliation of vendor accounts
· Identification of accounts payable invoice discrepancies and to ensure that appropriate action is taken in time.
· To respond in a timely and complete manner to vendor queries.
· Reconciliation of payables and receivables with the vendors.
· Calculation of late delivery charges, if any.
· Coordination with the External Auditors for the audit of accounts.
Coordination and Collaboration:
· Coordination with banks, M&L department, procurement department, and vendor.
· Coordination with vendors for payment of invoices.
Monthly Closing and Reports:
Preparation of monthly bank reconciliation statements.   

	OTHER COURSES:
	 

	1.Oracle Financial 

· 1 Year of hands-on experience in the recording of Sales Tax and Federal Excise Duty vouchers in Oracle.
	

	2.Chinese language course from PCI (Pak China Institute)
Course outline:
· To master the Chinese phonetic system (pinyin and tones) with satisfactory pronunciation.

· To understand the construction of commonly used Chinese Characters (both simplified and traditional) and learn to write them correctly.

· To understand and use correctly basic Chinese grammar and sentence structures.

· To build up essential vocabulary.
	

	PERSONAL DETAILS:

	Date of birth                                    September 01, 1990

Marital status                                   Single

Nationality                                       Pakistani

Religion                                           Islam

Languages                                       English, Urdu, Punjabi, Pashto, Hindi.

	IT PROFICIENCY:

	· SAP (Certified from ExD), QuickBooks, Tally, Peachtree, Advance Excel, Microsoft Office(Word, Excel, PowerPoint, Outlook) as a tool for the generation of reports, spread sheets, general correspondence, Presentations, and Flowcharting.

	AVAILABILITY:

	 Immediate.



