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


	
	


Career Details
  Mobel (Pvt.) Ltd. Lahore (2010 to 05-May-14)
  Accounts Officer
My duties include:
Payable Management
· Preparation of Vendors payments. 
· To ensure that payments with the pre settled terms with the vendors and to avoid any duplication of data in Vendors' title or the accounting records. 
· To maintain an up-to-date Vendors payment schedule in accordance with the demands raised by the concerned departments. 

· Accounts reconciliation of vendors’ ledgers.
· Deployment of Oracle based (ERP) payable module and its integration with GL.
· Follow up of GST Invoices from Vendors.
· Follow up of Venders Debit Balances in case of advances given to them.
· Preparation of Debit Notes for Vendors.
· Managing advance and withholding tax relating to Vendors.
Procurement Management
· Acknowledgement of Purchase Requisition.
· Making Comparison of various quotations received from suppliers.
· Issuance of Purchase Orders to Vendors.
· Checking of Goods Received Notes (G.R.N) according to P.O & Invoice and Forward it to Accounts Dept. for entries in books of Accounts. 
Interwood Mobel (Pvt.) Ltd. Lahore (Dec-18,2006 to 2010)
Junior Accountant
Receivable Management
· Posting sales invoices in GL.
· Accounts reconciliation of customers Accounts.
· Preparation of credit notes for any related adjustments. 
· Posting of collection (cash/cheques) and credit notes in GL.

· Preparation of monthly sale report.

· Managing advance and withholding tax relating to distributors.

Accounts Closing Management

· Adjustment of Prepaid Expenses.
· Adjustment of Accruals.
· Adjustment of Store consumption.
· Adjustment of Depreciation of Assets.
Sales & Income Tax Management

· Maintain Purchase Register. 
· Maintain Sales Register.
· Making Income Tax challan.   
Auditing Management

·   Checking of Daily cash/Day book.
·   To check Cash & Bank Payment vouchers on daily basis. 
·   Auditing of Cash & Credit Purchase vouchers.
·   Review of Cash & Credit Sales vouchers. 
Vigilant Veterinary Services Lahore (Jan-10-2000 to Dec-18- 2006)
 Accountant/Cashier
· Preparation of Cash, Bank Payment and Journal Vouchers.

· Preparation of Sale invoices.
· Preparation of Staff Payroll on monthly basis.
· Cheque printing and initial processing of payment.
· Posting of all types vouchers in related Accounts.
· Maintain Day Book of company.
· Cash & Bank Accounts Management
Professional Certification & Academic Education (most recent on the top)

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

	1
	B.Com 
	University of Punjab
	Commerce 
	1999

	2
	D.Com 
	Punjab Technical Board
	Commerce
	1997

	 3
	Metric 
	Lahore Board
	Arts
	1995


Computer Skills and Other Abilities
· Computer Literate in MS Word, MS Excel, Oracle Software and Internet applications 
· Excellent mathematical and accounting skills
· Good Communication & presentation skills
Personal Information

Marital Status:


Married

Nationality:


Pakistani

Religion:


Islam
Language Competency:

Urdu, English, Punjabi

References

Reference can be available upon request. 
