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Summary of Qualifications & Experiences
	I have five years of professional experience in finance, accounts and internal audit. I am ACMA (finalist), APFA, M.B.A and B.Com. I have excellent experience of finalization of accounts, preparation of monthly, quarterly and annual financial statement, cash flow projection, budgeting, cost controlling, product costing, ratio analysis, bank reconciliation, accounts receivable and accounts payable aging analysis, sales analysis and collection targets. I have knowledge of IFRS, International accounting and auditing standards. Sound experience of accounting work, accounts receivables and payable analysis. Demonstrated ability to work independently or cooperatively as part of a team to meet the project deadlines, strong coordination with the auditors. Good communication skills in English. Strong analytical abilities, hand on experience on Peach Tree and other accounting software, Micro Soft Dynamic GP-2010, MS Office, Tally, and quick book.

Professional Abilities 


	 Financial Statement Preparation

 SOP Writing
 Finance Management

 Fixed Assets Register
 Internal Audit
 IAS & IFRS

 Stock Management

 Banks dealing

 Creditors analysis

 Debtors Analysis

 Budgeting

 Variance Analysis

   Product Costing                            
 Payroll Management 
Professional &Academic Qualification

Qualification

Institution/University/Board
Passing     Year

Associated Cost & Management Accountant Of Pakistan(ACMA) Finalist  
Institute of Cost & Management Accounts of Pakistan(ICMAP)

2013
Associated Public Finance Accountant (APFA)  A-5559)
Pakistan Institute of Public Finance Accountants (PIPFA)

2012

Master of Business Administration (M.B.A)

Preston University
2011
Bachelor in Commerce (B.Com)

Punjab University
2006
Inter in Pre-Engineering (F.S.C)

Federal board Islamabad
2004
Metric (Science Subjects)

Rawalpindi Board
2002



Experience

	Organization

	BTC Network Solutions

	Organization Type:

	Services

	Designation:

	Accounts Officer

	Tenure:

	Sep-2010 to Feb-2013

	Location: 


	Super Market, Islamabad, Pakistan 

	Area(s) of Practice:

	· Preparation of all type of vouchers(CPV, BPV ,CRV ,BRV ,JV) 

· Posting of Vouchers in accounting software.
· Analysis of Projects.

· Financial reporting.
· Preparation of monthly bank reconciliation statement.
· Reconciliation of parties’ ledgers.

· Preparation of monthly salaries of employees.

· Deduction of tax in compliance with rules & regulations enforce.
· Preparing monthly ratio analysis report regarding expenditure and revenue accounts for management review. 
· Analyzing lease or buy decisions.
· Liaison with banks and handling all banking matters.
· Receivable and payable management.

· Responsible for management of fixed assets.
· Preparing replies for internal audit observation

· Providing assistance in annual external audit.

	Reporting to:

	Accounts Manager


	Organization

	Shaukat Baluch & Co 

	Organization Type:

	Consultancy

	Designation:

	Accounts & Audit officer 

	Tenure:

	Mar 08 – Aug 10

	Location: 

	Rawalpindi, Pakistan 

	Areas of Experience:

	Internal Control

	Responsibility:

	· Preparation of Accounts of clients. 
· Registration of Private Limited Companies with SECP.

· Preparation and submission of different reports as per SECP and statutory requirements.
· Calculation of Income and Sales tax.

· Online submission of Income and Sales tax returns.
· Reconciliation of parties’ ledgers.

· Preparation of monthly salaries of employees. 

· Preparation of various reports & summaries like Aging Report, Monthly benevolence Statement, Daily Cash Receipt and Payment Statement, etc.

· Dealing with clients, keep the relations friendly with concerned business parties including Govt. departments, Banks, Suppliers, etc.

Performed audit tasks in following areas:
· Payroll

Attendance, Overtime hours, Approved salary rates, Arrears to employees ,EOBI & social security contributions ,Increment audit of employees ,Taxation of employees ,Salary reconciliation ,Leave audit ,Final settlement of accounts of employees

                      Fringe benefits

Gratuity and provident fund ,Loans to employee ,Long service awards to employees ,Marriage and medical benefits to employees ,Workers profit participation fund, Active & non active bonus

· Sales tax

· Sale register, Purchase register, Imports, sales tax return
· Vouching

· BRVs, BPVs, CRVs, CPVs, JVs

· Procurement

· Quotation rate verification, Supplier history analysis, Purchase orders & Payments

· Banking

· Checking of calculation of markups on loans 
· Admin

· Time Office, Inward gate pass(IGPs),Fax register& telephone audit, Canteen checking & bills verification

· Surprise cash count

· Others

· Loose tools register, Physical verification of loose tools

· Audit Reporting 

	Reporting to:

	Controller Audit 

	Span of Control:

	Served as Team member with 3 Officers


	Organization

	Allied Bank

	Organization Type:

	Services

	Designation:

	Internee/Trainee

	Tenure:

	Aug-2006 to Nov-2006

	Location: 


	Commercial market, Rawalpindi, Pakistan 

	Area(s) of Practice:

	· Opening of bank accounts.

· Issuance of cheque books.

· Making pay orders and demand drafts.

· Clearing.

· Any other work assigned by management.

	Reporting to:

	Customer Service Manager


Computer Skills and Other Abilities
	Skills & Abilities 
	Proficiency Level

	Micro Soft Dynamics GP-2010
	Training

	Peach Tree accounting
	Excellent

	Microsoft Office
	Good

	Super Software
	Good

	Quick Books 
	Good

	Tally 
	Good

	Internet E-mail etc.
	Excellent

	Withholding taxes
	Training
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