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     Date of Birth:       04/01/1983

Nationality:          Pakistani

Language:            English, Urdu

Driving License:  U.A.E
I have always cherished the idea of working in a reputed organization and with qualified professionals. I am sure, if given an opportunity to work with you, I will be able to give full justice to my potentials and work for the betterment of your organization. And promise to fulfill all duties entrusted to me to the optimum satisfaction of all superiors.

WORK EXPERIENCE


09/2002– 02/2005
Hotel, London, UK   




Assistant Accountant
· Preparation & posting of all types of voucher into the accounting system on daily basis.
· Assisting with sales / purchase ledger duties, cash books and payroll.
· Maintenance & Reconciliation of Petty Cash.
· Prepare & Process of salaries & Stipends.
· Reconcile the customer’s & vendor’s Account’s.
· Reconcile Bank Statement.
· Assist in month end closing.
· Assist with financial audit preparations.
· Prepare & process of cash and bank payment voucher.
· Prepares and processes purchase orders, invoices, cheque requests, manual cheques and contract payments.
· Other duties assigned by the senior’s.
10/2010 – 04/2012
Ch. Shafaqat Ali & Co. (Chartered Accountants), Pakistan



Audit Assistant
· Determine Audit Objectives, Strategies, Programs and Procedures for Specific audit Assignment.

· Provide Significant Help and Support to Senior Professionals to Review a corporation’s internal controls & Procedures.

· Review, develop and recommend changes in accounting systems and controls of a business.
· Check and inspect the accuracy of accounts receivable and payable ledgers.
· Create and manage budgets, balance sheets and other related financial statements.
· Prepare audit paperwork in accordance with standards and requirements.
SPECIAL SKILLS/ABILITIES
· Familiar with accounting Software (Peachtree, Quick book etc).
· Good Command of Microsoft Office.
· Team Player.
· Diligent & Hardworking.
· Ability to work under pressure.
· Problem solving skills.
· Ability to work independent & within a team.
· Extensive knowledge of excel spreadsheets.
· Ability to handle large volumes of invoices.
· Good Leadership, Team management and good Communication skills in   negotiations.
EDUCATION

07/1999 – 09/1999
Galaxy Computer Education, Abu Dhabi, U.A.E


Software Programming (FOX PRO)
01/1990 – 06/2000
Al Tawaan Pvt School, Abu Dhabi, U.A.E

IGCSE (O`Levels)
03/2005 – 08/2005

American International College, Lahore, Pakistan
Diploma in Business Management

08/2010 – 04/2012

ACCA - UK
WORKSHOPS/SEMINARS
· Framework for Preparation and Presentation of Financial Statements (Shelton Hotel, Pakistan, July 2011).
INTERESTS/ACTIVITIES
· Snooker.
· Football.









