Curriculum Vitae


CV No: 1260324
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
· Objective

To seek responsible, challenging and rewarding position with a leading organization that ensures long-term career development and growth opportunities  

· Professional Experience 
Manpower Services, Lahore

Since April 2013 to till date.

Job Title:
Manager Accounts
Job Responsibilities:

· Oversee daily petty cash

· Daily Cash reciepts & payments

· Maintain Company Ledgers
· Financial Reports on annual or semi ammual basis 
· Maintain Accounts Record of passengers and agencies
· Record of all Employees and Salaries
· Prepare Estimation Cost of the Meetings and Out sources Activities
· Summarizes current financial status by collecting information; prepare balance sheet, profit and loss statement, maintaining cash flows and other reports.
· Secures financial information by completing data base backups.
· Maintains financial security by following internal controls.
· Prepares payments by verifying documentation, and requesting disbursements.
Corporate Identity

Feb 2011 – Mar 2013
Job Title:
Accountant
Job Responsibilities 
· Analyses of Profit & Loss A/C & Balance Sheet
Disburse the sanctioned loan amount and recover it by deducting from salaries

· Statement Reconciliation with client’s Accounts
· Prepares asset, liability, and capital account entries
· Documents financial transactions by entering account information.
· Maintains customer confidence and protects operations by keeping financial information confidential.
· Accomplishes the result by performing the duty.
· Contributes to team effort by accomplishing related results as needed.
HBM Oil & Ghee Mills. 
Jan 2009 -  Jan 2011

Job Title:                  Assistant Manager Accounts 

Job Responsibilities 

· Cash Receipts & Payments
· Bank Receipt & Payments
· Maintaining & Distributing Salaries
· Petty Cash handling

· Timely payment of utility bills

· Prepare daily cash flow statement

· Disburse the sanctioned loan amount and recover it by deducting from salaries

· Bank Reconciliations

· Assist in Preparation of Tax Documents

· Shadowing the Annual Financial Reports
· Profit & Loss Statement & Balance Sheet
· Record of Sales Invoices 

· Maintain Party Ledger Balances

ABN AMRO Bank N.Y.
Aug 2004 to Sep 2004

Internship in Corporate Department.
Academic Attainments

Masters in Business Administration -- (2012)

(Banking & Finance)

National College of Business 

Administration and Economics,

 Lahore. Pakistan
Bachelors in Commerce --                       (2008) 

Punjab College of Commerce, 

Lahore. Pakistan     

Hobbies & Interests
· Like to meet people of different cultures and Languages.

· Watching Movies, TV Shows, Listening Music, Driving & Adventure.

· Reading Newspaper and Internet surfing is all time favorite.
Experts & Skills Summary:

· Good command on computer

· Good communication skills both written and verbal
· Efficient and Hard-Working with determination , devotion and honesty
· Basic Internet Tools / Web Browsing 

· Basic Computer Applications & MS Office (Word, Excel, Power Point)

· Accounting Softwares
Personal Profile

Father’s Name: 
Petras
Date of Birth: 
5th June, 1987
Marital Status: 
Single 
Nationality: 
Pakistani 
Religion: 
Christianity
CNIC. No. : 
35202-9070074-7 

References
Will be furnished as per requirements.




























  


