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Career Objective: 
To excel in my area of activity by taking up challenging assignments at workplace, home skills by maintaining a learning attitude, contribute to the growth of the organization by putting to use my skills and knowledge acquired ultimately. 
Targeted Jobs: Accounts, Administrative, Office/Secretarial, Internet Marketing



Professional Summary: 
A dynamic professional with profound experience in the field of Accounting and Ecommerce; Hands on experience of working in various organizations (in private & government sector) and possess excellent accounting skills with expertise in different accounting software i.e. SAP-ERP, SAGE, and Quick Books etc. Extensive skill in MS Office and almost all kinds of compute applications; I am expert in internet marketing and worked as a SEO professional on a number of web optimization projects after my office hours (in evening shifts). I am able to work and deliver under pressure and my qualification and experience enable me to work anywhere as well as perform my duties flawlessly. 
Functional Experience:
	Junior Accountant (School Chishtian)                             
	April 2014 to September 2014


· To assist the accounts and admin department to expedite their work within the rules and regulations implemented by governing body.
· Preparing and reviewing the expense budget for all Division of the Organization (Accounting Heads) and monitor the actual expenses frequently against the budgeted expense and re-appropriate if needed. 
· Preparation and processing of bills/invoices and releasing payments to the contractors and vendors up to the prescribed limit after checking and verification of bills, supporting documents, relevant approvals and purchase orders
· Deduction of Income/sales tax from vendors/contractors accordingly and record it after deposit for further reporting and verification to government treasuries. 
· Preparation and submission of expenditure statement to District Office for reconciliation on monthly basis illustrating the flow of expense and utilization of budget from proper head
· Preparation of ledgers, stock register, fixed assets register (after physical verification), bank reconciliation statements for auxiliary reporting to the auditors and management

· Liaison with internal and external auditors

· Handling Payroll of about 200 employees’ by compiling payroll data such as hours worked, taxes and employees’ identifications from time sheets and other records. Also maintained employees’ files 
· Petty cash handling and reporting to Admin Manager (after checking and verifying all the relevant invoices and documents) on daily basis by preparing day book showing the petty expenses incurred all the day and actual position of cash 
· Other day to day work assigned by the management 
	e-Marketer (JMBR Group FZ-LLC (NPP), Dubai UAE)                                                        
	        March 2013 to May 2013


· Worked as internet marketing coordinator where I was responsible for brand marketing and optimization to increase awareness for quality traffic and conversions. Developing and executing various campaigns on social media communities to generate exposure as determined to be valuable to company’s products and branding. 
· Applying search engine optimization expertise (off page & on page)to leverage sound online presence of company’s products against tough competition to get good SEPRs, increase organic traffic, high ranking, long tail SEO and social media results for high ROI
· Planning and implementation of marketing strategy that increase site traffic and development of keywords on specific/landing pages
· Generating sales by continuously updating website content according to requirement and targeting potential customers by email marketing and telemarketing
	Accountant (Haq Group of Companies Lahore Pakistan)
	Jan 2003 to Dec 2012 


· Performing all accounting functions such as journal entries, accounts payables, receivables, petty cash, deposits and bank reconciliations

· Maintain company’s general accounts that include from book keeping to Preparation of profit & loss account and Balance Sheet on monthly basis as well as finalization of accounts at the end of the year by implementing systems, procedure and manual documentation.
· Maintenance of statutory books of accounts and ensuring compliances by reporting to legal authorities and management by using accounting software and spreadsheets. 

· Preparing and analyzing Financial & Management Reports and Cash Flow Statements and fixed assets registers
· Inventory Management and valuation of inventory based on the inventory valuation methods

· Debtors & Creditors ledger review and outstanding statements using ageing Analysis

· Monitoring daily bank transaction and overseeing balance payments and receipts and report to CEO. 
· Compiling and analyzing financial information to prepare spreadsheets to assist company management by preparing/maintaining reconciliation statements such as Bank account, Customers account, Vendor and inventory account on daily and monthly basis.

· Processing Payroll and Staff Benefits such as Provident Fund, Incentives , Leave Salary and final Settlements
· Processing of Payments to vendors by Co-ordination with Staff for payment and collection as due date2
· Monitoring Withholding Tax payment to government treasuries & Preparing Statement on demand
· Interaction with internal and external auditors by planning and managing activities for ensuring completion of various types of audits in time.
	SEO Professional (Z-Technologies, Lahore Pakistan)
	     Jan 2011 to Dec 2012 


Worked in night shift and became a dedicated and driven SEO specialist with extensive experience gained working on a large number of web optimization projects for key clients. 
· Focus upon maximizing the transparency of client sites, through the management of SEO, Web Analytics, Market Research and Social Media campaigns. 
· Consistently demonstrates the ability to ascertain the exact requirements of the client through extensive research and analysis. 
· Possess excellent business communication skills and can consult with influence at all levels. 
· I do Search engine optimization for the client to increase the flow of traffic and to get the link popularity to get the indexing of our portals. And the link building like collecting the new sites based on the keywords of this portal from search engines like Google, yahoo, and bing etc., then link exchange for those sites and submitting the details using the magic buttons to speed up the work.

	Search Engine Optimizer (Next age Technologies Ltd. Lahore Pakistan)
	May 2007 to Dec 2010 


Worked there in night shift and got introduced with search engine optimization by running internet marketing campaigns with organic search engine optimization, social media marketing and article marketing. I did off page Search engine optimization there and performed targeted work for my employers as well as directly to clients and link building for related keywords to increase their search visibility in Google and Yahoo.  
Academics:
	Sr. No
	Degree/Certification
	Institute/University
	Specialization/ Majors
	Passing Year

	1
	B.Com
(Bachelor of Commerce)
	University of Punjab Lahore (Pakistan)
	Accounting, IT, Business Law, Taxation, Economics, Advanced and cost accounting
	2002

	2
	D.B.A

(Diploma in Business Administration Equalent to Intermediate)
	Lahore Board of Technical Education (Pakistan)
	Business Administration, Accounts, IT, Ecommerce, Marketing 
	2000

	3
	Metric
(Science)
	Federal Board of Secondary Education Islamabad
	Science group with Physics, Chemistry and Math
	1998

	4
	Diploma in Computer Application
	Vocational Training Institute (Pakistan)
	MS Office, Basics of Coral Draw, Hardware and networking
	2000


Professional Skills (Specialties):
	Accounts With 11 year(s) of experience 


Management Accounting, Financial statement (preparation interpretation and analysis), reporting (internal, external), Accounts Payable/Receivable, Payroll, inventory, fixed assets, Withholding Tax returns, year end closing and successfully manage multiple priorities, perform under pressure in a fast-paced, rapid changing environment
	Internet Marketing, SEO. Ecommerce With 7 year(s) of experience 


Market Research, Affiliate Marketing, On-page Optimization, Off-page Optimization, Coding Analysis, Keyword research, selection and Optimization, Meta-tag Analysis & Optimization, LBL (Google, Bing, Yahoo), Article writing, Competitor Analysis, Link Building, Search Engine Ranking (Increase SERP position), Social Media Marketing, Google Ad words, Yahoo Search Marketing, EBay, shopping.com, Amazon and other shopping search engine, PPC programs and data feed, Social Media Networking and bookmarking
Personal Info:
Gender:




Male
Nationality:




Pakistan
Visa Status:




Visit 
Date of Birth:




December 1, 1981
Marital Status:



Married
UAE Experience:



Yes

Languages known:



English, Urdu, Arabic
Reference will be submitted as per request
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