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	Career summary
	

	A  highly  resourceful, flexible, innovative, and enthusiastic individual. A quick learner who can absorb new ideas. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. Hammad is now looking for a career advancement opportunity with a company that will allow him to develop his skills & potential.



	Professional Qualifications & Skills
	

	2013 
	· ACCA affiliate

Association Of Chartered Certified Accountants.

	2008
	· FSc (Pre Engireening ).
Federal Board of Intermediate & Secondary Education.

	2006
	· Matric (science).
Board of Intermediate & Secondary Education gujranwala.

	IT Skills
	· Got training of Oracle Financial R12 (consultant).

          Which includes:

· System administration.

· General ledger.

· Account payables.

· Account receivables.     

· Got training of CCPT (computer course and practical training).

Which includes:

· Microsoft Windows and internet.

· Microsoft excel.

· Microsoft word.

· Microsoft power point.

· Microsoft access.

· Knowledge of working on accounting softwares

Like peachtree, quickbooks, tally......


	Experience
	

	Work as an administrator and accountant in manufacturing company (confidential) for more than 2 years. During this period i gained following expertise and knowledge: 
· Checking of cash/bank books, cash flow and bank reconciliation statements

· Responsible for all activities of fee income, purchasing of all supplies & non-current assets.  

· Prepare monthly summary of receivable and payable.

· Prepare pay roll and handling labor matters.

· Maintain general ledger, book keeping, vouchers, files and registers.

· Prepare stock reconciliation on daily basis.

· Manage stock IN & OUT

· Prepare Balance sheet,income statement &statement of cash flow
· Ensure the safety of office, equipments and staff

· Dealing with banks

· Any other responsibity assigned by manager.
.


	Personal Attributes 
	

	· Professional and willing to take initiative in interest of company.

· Highly trust worthy, discreet and ethical.

· Can speak in English, Urdu and punjabi.

· Effective Written, oral, presentation and interpersonal skills.

· Have the ability to organize and work as a team.

· A competitive nature and ability to perform multi-tasking jobs.
· Flexible to adopt changes.
· Confident enough to face and solve problems.
· Ability to understand new techniques.

· Work with all level of people.

· Bring innovation and creativity for problem solving.

· 


Reference will be provided on demand........
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