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	Objective: 
	

	
	
Seeking a position in the accounting field where excellent analytical and technical skills can be utilized to improve the company's profitability and to work with a professional group that will utilize my knowledge and skills towards the contribution to the success of the company. I wish to utilize my proficiency in principles of accountancy and computer applications like Peach-tree and Quick Book towards effective performance of my duties. 



Résumé Summary:  

	Certification Status	: 
	CMA (Chartered Management Accountant) 

	Education	: 
	B.Com 



Professional Experience 

	Organization	:
	Metrex Trading Company

	Designation	:
	Assistant Accounts Manager

	Tenure	:	
	September 10, 2010 to August 04, 2013

	Job Description	:
	· Prepare, examine, and analyze accounting records, financial statements as per IFRS, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.
· Report to management regarding the finances of establishment.
· Establish tables of accounts and assign entries to proper accounts.
· Develop, maintain, and analyze budgets that compare budgeted costs to actual costs and preparing periodical management reports.
· Advise management about issues such as resource utilization, tax strategies, and the assumptions underlying budget forecast.
· Establish and maintain close relationships with bank managers, auditors and solicitors, ensuring compliance with all regulatory bodies.
· Survey operations to ascertain accounting needs and to recommend, develop, and maintain solutions to business and financial problems.
· Perform various analyses to ascertain the accuracy and correctness of accounting estimations and risks.
· Develop, implement, modify, and document recordkeeping and accounting systems, making use of current computer technology.
· Administering Payrolls
· Manage financial reviews twice a year. (Mid-year and year end)
· Maintains customer confidence and protects operations by keeping financial information confidential


	
	

	
	

	Organization	:
	Tax Pak Consultants

	Designation	:
	Accountant

	Tenure	:	
	January, 2009 to August, 2010

	Job Description	:
	· Prepare, review and analyze financial statements
· Prepare and present customized reports
· Liaison with auditors and prepare audit work papers
· Research and analyze financial statement and audit related issues
· Recommends financial actions by analyzing accounting options.
· Book Keeping & Accounting Services and Internal Audit services
· Financial forecasting and risk analysis
· Controlling income and expenditure
· Ensuring compliance with taxation legislation




	Organization	:
	High-tech Electrical Engineering & Services

	Designation	:
	Accounts Officer 

	Tenure	:	
	August, 2006 to July, 2008

	Job Description	:
	· Preparation of journal vouchers and general ledgers
· Maintaining fixed assets register
· Preparation of Bank reconciliations
· Preparation of Receivables and payables reconciliations
· Issuance and verification of payments to suppliers on timely basis
· Follow up on receivables for timely receipts
· Weekly Petty cash reconciliations
· Weekly Staff loans/advances reconciliations
· Maintaining wages reports for temporary workers
· Dealing in Export documentation
· Preparation and Filling of Sales Tax returns
· Month end processing, GL journals, review/prepare monthly reconciliations of GL accounts




Professional Certification & Academic Education (most recent on the top)

	Sr.
	Certification / Degree
	Institution / University
	Specialization / Major
	Passing Year

	1
	CMA
	Institute of Cost & Management Accountants of Pakistan
	Advance Accounting & Financial Reporting,
Strategic Management Accounting 
	2014

	2
	B.Com
	Islamia  College of Commerce, Lahore
	Commerce
	2006

	



	






	
	
	


Computer Skills and Other Abilities

	Sr.
	Skills & Abilities 

	1. 
	Microsoft Dynamic GP                                                               

	2. 
	Experience with Tally, Quickbook and Peachtree Accounting

	3. 
	Word Processing

	4. 
	Spread Sheet (Excel)

	5. 
	Power-point Presentation



Remarkable Achievements & Awards

	Sr.
	Description of Activities

	1
	Implementation of ERP at Metrex Trading Company thereby increase the time saving

	2
	Received Best Employee Award at Metrex Trading Company. 

	3
	Assisted credit manager in account collection by phone and mail, increasing accounts receivables by 20% at Metrex Trading Company
	

	4
	Introduced and implement new credit policy at High-tech Electric Engineering & Services by which the Company’s sales increased to 15%.

	5
	Created various models and analytical tools at High-tech Electric Engineering & Services to 

	
	facilitate variance analysis using advanced function of excel e.g. Pivot table

	6
	Received Best Employee Award at High-tech Electrical Engineering & Services

	7
	Runner-up in the Annual Speech Competition at ICMAP.



Personal & Interpersonal Skills

· Have pleasant, calm and adaptable personality
· Have good oral and written communication skills
· Have good management and leadership skills
· Able to manage and administrate all the organizational activities & tasks.
· Able to handle multiple assignments and tasks with systematic approach.
· Self driven and motivated team player. 
· Confident and energetic. 
	· Able to maintain the confidentiality of Company Affairs 
· Have developed honesty, dedication, life experience and rapport with other people 
· Readiness to improve and become skillful at new skills
· Ability to solve the problems, quickly when the situation demands it.
· Efficient, well organized & with effective time management ability



Personal Information

	Marital Status 	:
	Single

	Nationality	:
	Pakistani

	Religion	:	
	Islam

	Language Competency 	:
	Urdu, English, Punjabi & can read and write Arabic

	Visa Status	:
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