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CV No: 871800
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVE:
To seek challenging opportunities in an organization that encourages employee growth and career development.
CAREER PROFILE:
With more than 3 years of comprehensive accounting experience and recognized for ability to identify change of actions to reduce cost, enhance quality, and increase margins. Responsible in financial reporting, accounts payable, payroll, accounts receivable and general ledger.
WORK EXPERIENCE:
Enterprises (Pvt.) Ltd.
Karachi, Pakistan.
Nov 2011 – April 2012.

Accountant
· Update and maintain books of accounts on a timely basis in adherence to appropriate accounting standards and controls. 

· Preparation of journal entries. 

· General HR duties, payroll preparation and distribution. 

· Proper maintenance of Inventory purchase. 

· Ensure timely follow up of accounts receivable and payable. 

· Audit of uncollected billable charges of customer

· Follow up on customer payments and develop relationship with customer’s accounts department

· Reconcile customer accounts
· Prepare Daily Sales report and briefing to the Finance Manager on Weekly basis
· Prepare Daily Cash Balance report

· Prepare Bank Reconciliation report
· Coordinating with the management and the staff and maintain the smooth channel of communication
· Looking after the requirements of each department and provide their needs without disturbing the production and sales operation
Hujjaj Travels & Tours (Pvt.) Ltd.
Karachi Pakistan

May 2011 – Oct 2011
Accountant
· Receive payment by cash, cheque, credit card, vouchers or automatic debits.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Calculate total payments received during a time period, and reconcile this total sale.

· Compute and record total of transaction.

· To receive and process all invoices, expense forms and requests for payment.

· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.

· To ensure all filing is done in a timely and accurate manner.

· Prepare cheques for payment. 

· To ensure that all post is sent daily.
· Coordinating with the management and the staff and maintain the smooth channel of communication
· Looking after the requirements of each department and provide their needs without disturbing the production and sales operation
· Customer dealing

· Preparation and verification of all types of Vouchers.
Akhai Pharmaceuticals (Pvt.) Ltd.
Karachi, Pakistan

April 2009 – March 2011
Junior Accountant
· To receive and process all invoices, expense forms and requests for payment.

· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.
· Preparation and verification of all types of Vouchers.
· To ensure all filing is done in a timely and accurate manner.

· Prepare cheques for payment. 
· Pay company bills by cash, vouchers, or cheques.

· To ensure that all post is sent daily.

Training Program

Have attended one month training program in Malaysia to understand Textile Industry Operations and Accounting Solutions and practice over there. 
Computer Skills

· MS Office applications

· Peachtree, Fox Pro and Oracle
Skills& Competencies:
· Ability to read, count, and write to accurately, complete all documentation.

· Ability to interpret written guidelines and legal documents 

· Keen for new experience, responsibility and accountability.

· Self-driven, results-oriented with a positive outlook, and a clear focus on high quality and business profit
Academic Qualification
· MBA (Finance) in 2010.          (Muhammad Ali Jinnah University, Karachi)

GPA: 3.17/4.0

· Major Courses
· Financila Accounting

· Analysis of Financial Statements

· Cost Accounting



· Managerial Accounting

·  Corporate Finance
· B.Com in 2007.                    (Govt. College of Commerce and Economics, Karachi)
PERSONAL INFORMATION

Date of birth


:
August 08, 1987
Material Status

:
Single

Citizenship


:
Pakistani

Reference
Will be furnished upon request.
