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	M.Com qualified Accounts professional seeking for an entry level position in Accounts department within a reputed bank or financial organization. Eager to exercise academic knowledge and contribute positively to Accounts, Finance and Banking functions. Adept in carrying out accounting duties including financial analysis & reporting with strong exposure in stock loss & security, customer service and competitor analysis. Well organized team player with ability to multitask, work under pressure and meet deadlines. Possess strong communication, problem solving and interpersonal skills. 


	STRENGTHS

	· Versed in Accounting & Finance functions
	· Worked with leading banks in Pakistan 

	· Meticulous with keen eye to detail
	· MIS Reporting – Financial Analysis

	· Strong analytical & numerical expertise
	· Adaptable to new work environment

	· Can work independently or in a team
	· Versed in Tally & MS Office programs


	EDUCATION

	Master of Commerce (Banking & Finance), Sindh University of Pakistan
	2009

	Bachelor of Commerce, Sindh University of Pakistan
	2005


	WORK EXPERIENCE

	

	Accountant, Bank of Pakistan, Pakistan 
	6 months 

	A leading commercial bank in Pakistan set to expand its presence in international markets. 



	Accountant, National Bank of Pakistan, Pakistan 
	1 year

	Pakistan’s premier bank with an extensive network of branches.


	PROVEN EXPERTISE

	Accounting & Finance functions

· Apply fundamental knowledge of accounting principles and become acquainted with organization’s departmental processes and procedures.  

· Perform a variety of accounting functions including examination, analysis, maintenance, reconciliation and verification of financial records under direct supervision.

· Work on Tally Accounting software to perform assigned duties.  

· Carry out data entry of daily accounts and assist in handling AR / AP of the company.

· Participate in preparing trial balance, vouchers, cashbook, as well as accounting reports.  

· Assist Chief Accountant in daily accounting such as preparing accounting reports and maintaining books of accounts.

· Monitor all general ledgers accounts together with costing efforts and its supporting documents.  
· Ensure timely and accurate financial reporting in compliance with accounting policies. 
· Prepare and uphold confidentiality of correspondences, documents and reports.  




	Administrative duties

· Provide administrative support to the management and handle client dealings.

· Assist in recruitment of new staff and take part in their training and development.

· Handle communication, administration, public relations and coordination duties.

· Manage all the administrative duties efficiently including correspondence, office communication, staff coordination and customer service.  
· Ensure overall smooth functioning of the department in terms of handling daily operations, processing financial transactions to meet set targets.  


	PROJECTS & TRAININGS  

	· Worked as Remittance Executive / Accountant / Cashier at National Bank of Pakistan. Gained work exposure in several bank departments and their operations.

· Completed 3-month summer training at Habib Bank and performed Accountant duties.  


	IT SKILLS 

	Advanced proficiency in Tally software, MS Office Suite, Internet and E-mail applications 


	PERSONAL DETAILS 

	

	Nationality
	:
	Pakistani 

	Date of Birth
	: 
	1st May 1986

	Marital Status
	: 
	Single

	Visa Status
	: 
	Visit Visa

	Languages
	:
	English, Hindi & Urdu

	Reference
	:
	Available upon request
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