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CV No: 789246
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686 

Accounts and Finance Professional 
OBJECTIVE
To obtain a position where my education, technical skills & dedication can contribute to the growth & profitability of company while realizing my career goals.
PROFESSIONAL EXPERIENCE


     a.
Senior Accountant
Since 05 May, 2009 


Academy 

(Schools & Colleges System, Pakistan) 

Kharian Cantt, Pakistan



Responsibilities:
Prepration of Salary and transfer to respective accounts of about 275 employees

Bank Reconciliation & Cash Books
Supervision of  3 Assistant Accountant (Fee Clerk, Posting Clerk, Corresponding Clerk )

Preparation of Leave Encashments

Preparation of fesibilites for Pay & Fee increments

Maintaining the rule book

Inspection, preparation & deduction plan of utitlity bills of employees accomodated by the institution.

Responsible for minute sheets generating and issue/recepts of cheques drawn from the main account of Army Funds

     b.
Accounts Officer
05 Aug, 2006 to 03 Nov, 2008

Bahria Foundation College 

(A Subsidary of Pakistan Navy) 

Kharian City, Pakistan



Responsibilities:
Prepration of Salary for about 175 Employees

Bank Reconciliation
Supervision of  one Assistant Accountant (Fee PostingClerk)
Preparation of Cash Book

Supervision of Two Jonior Assistant Accountants (Cashier & Fee Clerk)
     c.
Accounts Officer
01 Nov, 2005 to 20 Jul 2005

Rosebelt College of IT & Computer Science, 

Kharian City, Pakistan



Responsibilities:
Prepration of Salary of about 150 Employees

Calculation & Posting of Leave Encashments
Bank Reconciliation
     d.
Accounts Assistant
11 Nov, 2002 to 31 Dec, 2004

Wisdom House School & Colleges System,







Kharian City, Pakistan


Responsibilities:
Prepration and Bank Transfer of Salary 

Leave Adjustments and Final Settlements of Pay Roll
Bank Reconciliation
Preparation of Cash Book

WORKSHOP / TRAINING AIDS 
Participated in three months training workshop under the supervision of National Bank of Pakistan, Gujrat, Pakistan
EDUCATIONAL QUALIFICATIONS

	SN
	Degree
	Year
	University/Board

	1
	Bachelor in Commerce

	2001
	Punjab University Lahore, Pakistan

	2
	Diploma in Commerce

	1999
	Punjab Board of Technical Education, Lahore, Pakistan

	3
	Matriculation in Science
	1996
	Board of Intermediate & Secondary Education, Gujranwala, Pakistan


SKILLS

Good knowledge of accounting software, young, aggressive, dynamic and presentable with good exposure of MS Office, Power point, Corel Draw. Good Administrative Skills, Planning Skills, IT Skills, Time management.

PERSONAL DETAILS

Date of Birth
  
:
18 May 1980     

Marital Status
  
:
Married

Nationality
  
:
Pakistani

Visa Status
  
:
Visit  

Driving License   
:          
Driving License Pakistan
Languages        

:
Proficient in English (IELTS 5.5 Bands), Urdu (Native)









