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· Date of Birth;  23-3-1987
· Single

· Pakistani

· Date of Issue  16 OCT 2009, 

	Objective

	To obtain job in the growth oriented organization where I can put my theoretical knowledge into practice for self character building and to help the organization in achieving its goals.



	Experience

	Three year experience in Finance department as an Account Officer in Diamond Paint Industries.


	Diamond Paint Industries Private Limited

	

	 Accounting & Finance Officer

	
	March 2009 to Continue

	Private limited Co. and is engaged in manufacturing, imports and export of paint and powder coating products.

Duties & Responsibilities:

Purchase

· SAP working for Account payable(AP).

· Verification of Vendor Invoices

· Overlook the stock sheet for verifing purchse order.

· Review forcast sheet and verience analysis sheet for performance of purchase 

               department.    
· Issuing and verifing documentation for debit note.

Sales

· Aging analysis of Customers for any baddebt. 
· Customer Leger reconcilation for pending receipts.
· Sale analysis for bonuses and benefit approval.
· Issuing and verifing documentation for credit note.

Imports

· Landed Cost for Import Items and  cost verification.

· Account Payable reserve verification and its approval for paymant.

· Supplier ledger weekly and monthly  reconcilation.

· Debit note verification.

Tax

· Calculation and processing Return file of Sales Tax, Withholding tax & Salary Tax.

· Tax claim for Export and Import and documentation. 

Other
· Verify and make all type of payments.

· Entries and Chart of Accounts.

· Review & follow up of and control of payables and receivables

· Prepairing Bank Reconciliation Statment.

· Issuing Cheques and keeping cheque register upto date.

· Develop  and monitor the Budget & Financial Forecast.

· Establish and continuously develop the internal control function.

· Coordinate in preparation of Financial Statements.

· Coordinate the audit process.

· Have a knowledge of any entry in Sap accounting software (Journal Entry,    

               Sale/Purchase Entry, Incoming and Outgoing Payment Entry,Contra Entry,

                Debit/Credit note).
· Prepares financial and regulatory reports required by Management.

· Ad hoc duties as assigned by manager.

· Manage all type of financial activities and transactions.



	
	
	

	Education

	2011
2007

2005
2003
	Associate Charted Certified Accountant
Bachelor Of Commerce

University Of Punjab

FSC (Rawal pindi Board)

Attock Degree College
SSC (F.B.I.S.E Islamabad)

PAF Shaheen degree College Kamra

	Finalist 
                              1st Division
2nd Division

1st Division

	INTEREST AND  SKILLS


· User of SAP Business One.

· Microsoft Office .
· User of windows 98/2000/XP/Vista.

· Peachtree, Quick Book, Tally, Sage.

· Net surfing, Operate Fully. 
· Multilingual: English, Urdu, Punjabi and can also read Arabics
	Technical Skills/Proficiencies

	· Strong Interpersonal Skills.                  

· Leadership Qualities.

· Disciplined and Hardworking.

· Task Oriented.

· People Handling Skill.




	Hobbies


· Internet, Reading Articles & Newspaper, Traveling, listening music & always looking anything innovative & challenging[image: image2.png]



