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	CAREER SUMMARY


Accountant with +4 years of working experience, seeking placement in any reputable company, which offers me the opportunity to contribute tremendously to its growth, development and pursue a progressive career.
	PERSONAL


· Father Name:

Muhammad Sharif

· Date of Birth: 

10th March 1988

· Nationality: 

Pakistani
· Gender: 

Male
· Marital Status:

Married
	CAREER HISTORY/EXPERIENCE


	May 2013 – Sep 2014
	Accountant

Communication Ltd.– Islamabad, Pakistan
Key responsibilities included:
· Prepare asset, liability, and capital account entries by compiling and analyzing account information.

· Prepare various financial reports of the company.
· Prepare and process debit notes and credit notes.
· Manage payable and liaise with debtors for monthly payments and statements

· Record and allocate monthly expenses/data Petty cash accounting

· Prepare Bank Reconciliations for the company accounts 
· Liaising with banks and regulatory authorities

· Conduct and coordinate with external auditors in the year end audits

· Create month end schedules and matching them with the bookings

· Preparation of invoices in accordance with sales reports and follow up for payments


	Sep 2010 – May 2013
	Audit and Accounts Officer 

Nasir Absar & Co. – Islamabad, Pakistan
Nasir Absar & Co. is independently owned and managed firm providing Audit, Accounts, Tax and Business Consultancy services in Pakistan.

Key responsibilities included:
· Prepare bank reconciliations. 

· Debtor and Creditor reconciliations. 

· Inputting of supplier invoices and employee expense claims to the ledgers. 

· Develop and implement audit plans of internal business processes, application, systems and general controls. 

· Conduct the audit of revenue, financial and expenditures of the company. 

· Conduct annual physical verification of goods in the store. 

· Compile the audit working papers to authenticate the audit observations.

· Prepare written audit reports and recommendations to improve the efficiency in its operation. 


	EDUCATION/PROFESSIONAL QUALIFICATION


	· Mater of Business Administration (MBA) – April 2011

	· Bachelor of Commerce (B.Com)  – August 2008




	CERTIFICATION


· Oracle Financial (ERP) R12 Accounts Payable module (Mobilink)

· Microsoft Excel Advanced in house Training (Mobilink
	SKILLS


ICT Skills

· MS Office (Word, Excel, Power Point and Outlook)

· Oracle Financial (ERP)

· QuickBooks

· Peachtree 

· Tally 
Language Skills

· English 

· Urdu 
	REFERENCES


Will be furnished upon request.
