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Date of Birth: 15th December 1983
Marital Status: Single
Vista Status: Visit Visa



	
An enthusiastic, ambitious, responsible, self motivated, determined, mature individual, with a habit of adopting technical skills immediately and caries positive attitude. I enjoy both working alone or within a team, and possess negotiation skills. I have strong analytical and problem-solving abilities, welcome new challenges and enjoy seeing them through to completion I always take criticism in a positive manner. 

	STRENGTHS

	· Strong Accounting Concepts
	· Team Player

	· Strong decision making ability
	· Problem analyzing & solving skills

	· Sound knowledge of ERP Systems
· Proactive approach towards work
	· Sound knowledge of accounting principles & practices

	
	


	
	CAREER PROGRESSION
	

	Senior Officer Accounts                                                                              14-May-2012 till now
The City School (Pvt) Ltd3+ Years
HR Manger/Blogger                                                                                        July 2010-Sep 2011
ITeas, Karachi, Pakistan.                                                                                                     1+ Years


	Assistant Manager Finance
	Mar 2008–March 2010

	Indigo Textile Pvt. Ltd, Karachi, Pakistan.

	2 Years

	Account Officer 
	Oct 2006 – Feb 2008

	Society of Conservation & Protection of Environment, Karachi, Pakistan.

	1+ Years

	Accounts Executive 
	Feb 2006 – Aug 2006

	Construction Equipment Services Pvt. Ltd. Karachi, Pakistan.
	7 Months

	


	
	PROVEN TRACK RECORD
	

	Senior Officer Accounts
The City School (Pvt) Ltd                                                        
· Ordering stationery on monthly basis
· Invoice posting on ERP Expenses,Utilities and making payment vouchers and issuing cheques to vendors Etc.
· Maintaining the Assets Register.
· Checking of class lists and attendance registers.
· Record keeping and issuance of receipts for all cash related events e.g. field trips, sale of badges, I.D. Cards etc.
· Utility bills collection and payments
· Stock Register. 
· Maintain Head imprest Expenses detail/ Petty Cash expenses summary
· Maintain updated fee Register
· Sending monthly requisition & ordering supplies.
· Domestic attendance registers
· Staff Attendance Registers
· Processing attendance teaching /Office/Domestic. Leaves posting and running payroll on monthly and timely basis.
· Fee challans preparation and distribution to parents and maintain follow-up for recovery of fees on bi monthly basis. 
· Keeping updated monthly MIS statistics.
· Student strength to be sent to the computer department by the end of each week. 
· Maintaining Admission/ Transfer/ withdrawal register.
· Making Admission orders / files and completing other formalities. 
· Duties during school functions out door duties. 
· Maintaining stock record of furniture and repair & maintenance record.
· Keeping accounts for extracurricular activities.
HR Manager/Blogger-ITeas Karachi Pakistan.
An organization involved in e-commerce business, Search engine optimization (SEO) based firm having some well known websites. Key Roles & Responsibilities performed during the tenure are as under.
· Maintaining & verifying daily time record, preparation of monthly salary sheets Payroll finalization and disbursement.
· Maintain Company employee communication, compensation and benefits administration.
· Providing Recruiting, Interviewing, Hiring and staffing logistics 
· Review Performance management and improvement systems, organization development. 
· Ensure Compliance to HR Policies & regulations and reporting, employee orientation, development, and training. 
· Maintain Company employee communication, compensation and benefits administration.
· Provide Employee services, counseling and retaining employees.
· Develop and maintain plan for organization's Internet presence, based on management priorities, policy directions, and goals. Perform continuous enhancements and modifications to blogs.
· Assess new standards, technologies and trends, and formulate plans for future enhancement to blogging strategies.
· Ensure blog(s) are accessible from a variety of different environments. Respond promptly to blog comments and email.
· Search, rewrite/edit/rephrase articles & blog posts and upload them on regular basis.
Assistant Manager finance – Indigo Textile (Pvt) Ltd, Karachi, Pakistan.
A well established denim manufacturing unit involved in production of denim fabric from yarn having exports all around the globe. Key Roles & Responsibilities performed during the tenure are as under.
· Managing team of three Accountants.
· Supervision and review of work assigned to staff.
· Reporting to Directors, CEO& Manager Finance of the Company.
· Worked on computerized accounting (ERP based system designed by Sidat Hyder Morshed Associates Pvt Ltd.)
· Handle all type of accounts for the organization.
· Responsible for the cash books, ledgers.
· Handling of petty cash and recording the same in computer.
· Monthly preparation of receipts and payments accounts and submit.
· Coordinating with Foreign delegates through mails & phone. 
· Updating Salary Sheets. 
· Verifying and posting of vendor's invoices local as well as foreign
· Organizing and processing payments and transfer's for vendor's invoices as per Due dates.
· Reconciling accounts of vendors.
· Handling cheque queries and issuing them.
· Handling all incoming and outgoing correspondences
· Handle telephone queries and respond accordingly.
· Handling confidential files / circulars.
· Preparing day today affairs and reports to Senior Staff.
· Strictly monitor incoming and outgoing documents.
· Daily/Monthly bank reconciliation.
· Managing Receivables & Payables.
· Assisting in Finalization of Financial Statements.
· Correspondence with banks. 
· Performing Internal Audit. 
· Assisting in External Audit.


	Account Officer- Society of Conservation & Protection of Environment, Karachi, Pakistan.
Society for Conservation and Protection of Environment (SCOPE) is a group of environmental activists and professionals founded in 1988. SCOPE is an active NGO, associated with the United Nations Convention to Combat Desertification (UNCCD), which is trying to demonstrate that desertification can be combated by adopting participatory natural resources management (NRM) approaches. Such demonstrations are established in southern districts of Sindh province. Key Roles & Responsibilities performed during the tenure are as under.
· Reporting to Directors & CEO of the Company.
· Worked on computerized accounting(Peachtree)
· Monthly bank reconciliation.
· Maintaining Cash & Bank Book.
· Managing cash flows.
· Preparation of financial reports (project wise).
· Handle telephone queries and respond accordingly.
· Handling confidential files / circulars.
· Preparing day today affairs and reports to Senior Staff.
· Strictly monitor incoming and outgoing documents.
· Keeping record of expenditures on each project.
· Managing project cost within the allocated budget.
· Accurate, Timely & Effective reporting to donor organization.   


	Accounts Executive- Construction Equipment Services Pvt. Ltd, Karachi. Pakistan.
A well established construction company involved in industrial construction of round structure since 1959 through slip forming, jump forming construction of balanced & free cantilevers bridges across Pakistan. Key Roles & Responsibilities performed during the tenure are as under.
· Managing team of three Accountants.
· Supervision and review of work assigned to staff.
· Reporting to Directors & CEO of the Company.
· Worked on computerized accounting(Peachtree)
· Receive invoice of suppliers or sub contractors and prepare payments for the processing of cheques.
· Coordinating with the debtors for the payments
· Coordinating with Foreign delegates through mails & phone.
· Organizing and processing payments and transfer's for vendor's invoices as per Due dates.
· Reconciling accounts of vendors.
· Handling cheque queries and issuing them.
· Handling all incoming and outgoing correspondences
· Updating Salary Sheets. 
· Verifying and posting of vendor's invoices local as well as foreign
· Handle telephone queries and respond accordingly.
· Handling confidential files / circulars.
· Preparing day today affairs and reports to Senior Staff.
· Strictly monitor incoming and outgoing documents.
· Monthly bank reconciliation.
· Managing Receivables & Payables.
· Finalization of Financial Statements.


	
	COMPUTER SKILLS
	

	

	· Proficient in, MS Office, Internet, E-mail applications, ERP applications.
· Strong knowledge in accounting applications e.g. Peachtree, and customized application.
· Good knowledge of Blogging networks, link wheels & etc.



	

	EDUCATION
	


IELTS Academic Module                                     7 band                                             2014
Bachelors of Business administration (Bba.)
University  Of Karachi                                                                                               2006   
H.Sc. from F.G Urdu Science COLLAGE (pre- engineering)                             2003
S.Sc. from Millat High School                                                                               2000
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