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	Objective
	To look forward to excellent career prospects through constant struggle and work in a well-established yet dynamic environment.


	Professional Qualifications
	2010

National University of  Modern Languages, Islamabad, Pakistan

Master’s in Business Administration (MBA-Finance)(CGPA 3.25)

2006

Punjab University, Lahore, Pakistan

Bachelor of Commerce (B.Com-IT)(1st Division)


	Computer Proficiency 

Languages
	Proficient in the use of:

· PINNACLE ERP 
· TALLY ERP 9
· Microsoft Office Packages

· Internet

· SPSS

· Quick Books Accounting Software

· Fox Pro Software

· English, Urdu, Punjabi

· Also studied Arabic language in MBA



	Professional Experience
	I have total Seven (6.5) years of diversified and in-depth professional work experience at different organizations in Pakistan, coupled with a record of outstanding performance at both professional and academic level has enabled me to present myself as a potential candidate for a suitable position in your organization.
The brief detail of my experience is given as,

1. Employer: Leading Company (Manufacturers and Assemblers)

Duration: February 2012 to August 2013
Position: Accounts Officer
Duties & Responsibilities:
· Working in the Sub Unit named as “Leading Company”

· Working as an Acting Branch Manager.
· Administration of the complete Office.
· Manages a Branch with team of 30 persons.

· Bank dealings

· Finalization of Accounts

· Uses ERP based software.
· Deals all HRM Matters.
· Deals with all Store Matters.
· Deals with production and all production Reports.
· Prepare Monthly Financial Reports
· Maintaining company ledgers
· Managing Ledger of all Vendors & Suppliers.
· Checking and Expenses analysis.
· Statements Reconciliations.

2. Employer: PREMIER AGENCIES (Distributors )

Duration: May 2008 to January 2012
Position: Accounts Officer
Duties & Responsibilities:
· Leading a team of 10 persons.

· Maintaining A/R & A/P Ledgers

· Bank dealings

· Use Oracle Accounting software.
· Use Fox Pro software for stores inventory
· Profit analysis of different companies in the group.
· Checking and Expenses analysis.
· Visits different Branches of our company for audit purpose.(Gujranwala, Multan, Faisalabad, Rahim Yar Khan)

· Credit Analysis.

· Stock taking of different Stores.

· Finalization of Accounts.

· Checking Claims & Debit/Credit Notes.

· Statements Reconciliations.

3. Employer: HASSAN FAROOQ & CO. (Chartered Accountants)
Duration: September 2006  to May 2008
Position: Accountant
Duties & Responsibilities:
· Preparing Ledger Manually & Computerized.

· Audit of CSBM & Rahat Bakers and Super Stores.

· Preparing Final Accounts.

· Preparing Ledgers of different Organizations

· Implementation of Computerized Accounting System at Rahat Super Store.
· Payroll of the organization

· Record of Cash & Bank Receipts.

· Record of Cash & Bank payments.

· Deals with SECP for Corporate affairs.

· Filling Sales Tax Returns.

· Filling and claims refund for Sales Tax.

· Filling Income Tax Returns.

· Bank & Cash Reconciliations



	Personal Strengths
Achievements
	Good in dealing with people of diverse backgrounds. Both a Team Leader and player depending upon the situation and very flexible to adopt the environment and situation. Able to take responsibility and work with other people. I have strong analytical and computational skills.

· Declare as a best student of the year during my SSC.

· Class Representative throughout my educational career.

· Win first prize from Lahore yahoo group in quiz competition



	References
	Will be provided upon request
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