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EXPERIENCE SUMMARY
· 7-Years working experience in the field of Accounts / Finance.
· Three Months of training in banking experience in the field of customer services.

KEY SKILLS

· Hard working team player with strong leadership, interpersonal, and communicational skills. 
· Exceptional attention to detail, analytical and problem solving skills. 

· Highly motivated with well-rounded interests, eager to learn new skills and able to handle multiple tasks simultaneously.
· Computer Skills: MS Office 2003. Windows NT, Windows 98, 95 and accounting software FoxPro & Peachtree.
PROFESSIONAL EXPERIENCE

Assistant Manager Finance, Industries (Pvt.) Ltd., Lahore, Pakistan from 23rd Nov.-2009 till to date
· Manage the accounting and finance department of 5 employees. 

· Prepare daily Cash received vouchers; Bank received vouchers, Cash Payment vouchers, and Journal vouchers.  
· Preparation monthly Bank Reconciliation Statement for our seven accounts including two foreign currency accounts.
· Responsible for maintaining salaries of 220 employees.
· Responsible for month- end close and maintain all the major balance sheet Accounts
· Perform account reconciliation on monthly bases.

· Perform expanses analysis and explanation for the various between actual and budgets.

· Data Entry (Posting of Daily voucher in Accounting Software and maintain integrity of data in FoxPro).

· Responsible for updating debtors and Creditors Accounts.  
· Receiving of the payments from the Branches and Dealers also
· Daily correspondence with branches
· Prepare the monthly/annually incentive details of the 300 dealers approximately. 

Finance Officer, Reshma Textile Ltd. (Haier Pakistan), from June 2005 to 20th Nov.-2009
· Preparation of Director’s Salary, Director’s Villa’s Expenses and Director’s advances account.
· Responsible to update the rent account in accounting software (Peachtree)
· Maintain the sale of Scrape account of Reshma Tex Factory
· Maintain the account of Clearing & Forwarding Expenses of Reshma Tex Factory, Reshma Cosmetics and Haier Pakistan
· Responsible to update the Deposit Account Ship line
· Reconciliation of four Bank Accounts
· Assignment given by Chairman and Deputy Manager Finance 
· Prepare daily Cash received vouchers; Bank received vouchers, Cash Payment vouchers, Bank Payment and Journal vouchers.
· Preparation monthly Bank Reconciliation Statement for our three Accounts.
· Analyze daily cash position.

· Play a key role for handling of Provident Fund A/C of 350 Employees. 

· Preparation of Monthly and Annual Budgeting.

· Responsible for month- end close and maintain all the major balance sheet Accounts.

· Perform account reconciliation on monthly bases.

INTERNSHIP
National Bank of Pakistan, Lahore

I have worked as an internee in NBP, Main Branch, where I have learnt General Banking Operations.

· Account Opening

· Customer Ledger Updating 

· Accounts Balancing

· Cash handling

· Inward / Outward Clearing

· Collection of Bills

PERSONAL INFORMATION

Date of Birth


15th April, 1983

VISA Status


Visit VISA
EDUCATION

MBA-Finance


Superior University, Lahore
B.Com



Punjab University, Lahore

F. Sc. (G. Sc.)


Board of Intermediate & Secondary Education, Lahore
Matric



Board of Intermediate & Secondary Education, Lahore
PROJECTS
· Financial Management project on “Askari Commercial Bank” 
· HRM project on “Bank Al-Falah Limited”

· Marketing project on new Development product “Extreme-X”
LANGUAGES
· ENGLISH (IELTS)
Speak

Write

Read
· URDU


Speak

Write

Read
COMPUTER SKILLS
· Microsoft Office
· Windows 98, XP, 2000
· Software Expertise

· Tally

· Fox-pro

·  Peachtree
· Quick Book
· Internet Explorer & E-Mail Applications

RESEARCH WORK

I am having the experience of research work on the subject of “Effects of Bank’s Privatization on the Banking System of HBL in Lahore” which has not only increased my horizon but also caliber.
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