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SUMMERY
The extensive experience and academic background in the field of Accounts Management has enabled me to make a comprehensive contribution  to  your esteemed organization. Some of which are mentioned below in detail.

· I can supervise accounts of the remote area branches of the  organization  through internet / WAN.(wide area network)

· I can operate almost all  ERP financials.

· I have good experience in  import / export documentation.

· I  can handle  any administrative / fit out job and handle the responsibilities  whatever  senior management assigns.

PERSONAL ATTRIBUTES:

· I  am  very much cordial with  my superiors.

· My co-workers and friends trust in me and I also trust in them.

QUALIFICATIONS:

· CMA  (COST&MANAGEMENT ACCOUNTANCY) (II)

(BRITISH VERSION) in  Pakistan

· B-COM (UNIVERSITY OF PUNJAB)

          CAREER HISTORY:

ORGANIZATION:


TRADING est.
DATE  OF EMPLOYMENT:                 10/03/2011  UPTILL  NOW
ROLE:                                                     Accounts& Admin  Management
· To  supervise the  daily  business of the company and  to record daily transactions of the  organization
· To  manage the inventory  and fixed assets  management.

· To manage the  cash Book and general  ledger  of the  company.
· To  timely  prepare the financial statements  of the company.

· To timely prepare the  Bank reconciliation  statements
· To timely prepare the customer  reconciliation      statements.

· To prepare the schedules  of the receivables and  to follow up  them

· To look after the  imports of the food stuff.

· Prepared  Budget of the organization
ORGANIZATION:                        ALINSHERAH  TECHNICAL SERVICES  LLC

DATE OF EMPLOYMENT:        13/01/2009    TO  09/01/2011

ROLE                                               Accounts  Management.

· Daily transactions  of the Business  recorded

· Prepared periodical  statements

· Prepared  Bank reconciliation statements

· Prepared  all payments documentation

· Prepared  cheques for the  concerned  parties

· Pre auditing  of the payment cases

· Interacted with internal and external auditors in completing audit

ORGANIZATION:                          COMSATS (COMMISSION ON SCIENCE &      
 
     

                                             TECHNOLOGY  IN SOUTH)
 DATE  OF EMPLOYMENT:        April 2003 – Oct 2006
  ROLL:                                             ACCOUNTANT.

·               Prepared profit and loss statements and monthly closing reports
·        Independent correspondence 

· Recording of entries into cash book and general ledger

· Prepared bank reconciliation statements.
· Good  experience of  import/ export documentation.

· Prepared and supervised payroll of the organization( 290      
EMPLOYEES) 
· Preparation of payroll and disbursements through Bank and cash 
payments

· Inventory  management and  fixed assets  management

· Complete documentation of payment

· Costing of the projects and evaluations.

· Pre-auditing of payment cases.

· Scheduling and follow up for receivables

· Good experience of liaison with Banks

· Maintained petty cash to meet the urgent cash requirement.

· Preparation of cheques for all payments.

· Coordinated with Internal and External auditors in completing audits

     ORGANIZATION:                                 TOBISHIMA  CORPORATION
    DATE  OF EMPLOYMENT:        
Feb-1997 To Feb-1999
     ROLL:                                             
PROJECT ACCOUNTANT
· Followed up procedures and accurate implementation of the    
recording, classifying, and summarizing of daily financial transactions

· Pre Audited AND  Generated financial statements  (balance sheet, 
profit and loss, cash flow) monthly.

· Ensured general ledger, subsidiary ledgers, and other financial records 
and schedules are accurately maintained.

· Maintained procedures to establish tight control over cash transactions

· Ensured timely follow up of accounts receivable and payable. 

· Supervised the preparation of payroll.

PERSONAL  ACCOMPLISHMENTS

During  serving in  COMSATS- PAKISTAN , An anomaly was found in Taxation Department of the organization , to rectify the anomaly I was assigned an assignment and I have successfully rectify the anomaly and the  Income Tax which was over deducted from the salaries of the employees successfully got refunded from Government Department and paid back to the employees.
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