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	BRIEF CAREER / SKILL SUMMARY

I have more than 6 years work experience in Accountancy, My Educational Qualifications includes M. Com in commerce and PIPFA. During my career, was extensively involved in Office Management. I possess excellent analytical in Accounts, Book Keeping & Office Management skills. Additionally I am self motivated, methodical and like to face challenges




Professional Resume
	
	Certification / Degree 
	Institution / University 
	
	
	

	1
	PIPFA 

	PIPFA 
	
	
	

	2
	M.Com 

	B.Z.U Multan
	
	
	

	3
	B. Com
	B.Z.U Multan
	
	
	

	4
	C.A
	ICAP (Foundation)
	
	
	


Professional Experience:     
	
	

	Organization Type
:
	Textile(spinning unit)

	Designation
:
	Accounts Officer 

	Tenure
:

	July 2010 to still continue. 

	Brief Job Description
:
	· Currently I am working as Accounts Officer in Spindle capacity 186,576 and comprises of nine units of spinning, open end with 2880 routers , doubling and gas captive power plant of 30 MW situated at Multan) since July  2010. Colony Mills Limited is a part of Colony Group of Industries, a diversified group engaged in textile manufacturing (spinning and weaving) and sugar businesses.

· Dealing with Receivable and Payable
· Prepare and issue client invoices in accordance with contract terms
· Calculating the payment according to agreement.
· Prepares asset, liability, and capital account entries by compiling and 
      analyzing account information.
· Prepare costing sheet to evaluate the cost of product
· Reconciliation of statement of accounts of supplier with ledgers.
· Liaison with Internal as well external auditors to ensure regulatory 

       compliance and operational efficiency/accuracy

· Liaison with banks/financial institutions regarding the approval, 

       renewal/enhancement of credit facilities.
· Finalization the monthly, half yearly and annual management 
       accounts in compliance with IFRS.
· Monthly financial statement analysis, Markup Movement Schedule
· Check Vouching of all Bank receipts vouched in Microsoft Dynamics GP.
· Bank Markup Provision and short term borrowing calculation
· Daily Report of outstanding W.H.TAX in Microsoft Dynamics GP.
· Payment of Yarn Purchased for reprocessing.
· Keeping record and vouched of local L/C discounting
· I am fully expert to run ERP System MS G.P Accounting Software.


	Organization
:
	D.M. Textile Mills Ltd.
         Rawalpindi

	Organization Type
:
	Textile(spinning unit) 

	Designation
:
	Accounts Officer 

	Tenure
:

	October 2009 to June 2010 

	Brief Job Description
:
	· Prepared journal entries and reconciles general  ledger.
· Prepared monthly financial statements, including distributing monthly revenue and expenditure reports to departments.

· Marked wire transfers and journal funding transfers and reconciled monthly bank statements.

· Calculated and prepared reimbursement billings and  reconciled monthly accounts receivable.

· Prepared audit schedules for external auditors and acted as a liaison with the auditors. Posting into Oracle Software

· Assisted with the preparation of the annual and mid-year budgets
· To Assist in Preparation of Final Accounts.

· Reconciliation of Bank Statement, Repayment Schedule.

	Organization
:
	New Allied Elect Ind (pvt) Ltd                                                              Multan

	Organization Type
:
	 L.G (GSM Mobiles) 

	Designation
:
	Accounts Assistant

	Tenure
:

	June2007 to September 2009 

	Brief Job Description
:
	· Assist to Branch Manager in development of sales service plans, administrative and Strategic to minimize cost.

· Responsible for the analysis and compilation of Bank Reconciliation statements for Collections 
· To analyze Company expense and trying to eliminate negative variances.

· To prepare monthly audit reports with respect to Accounts & store items and reporting to respective authorities at Head Office.
· Maintenance to the procedure of Rebates, till Approval to Dealer’s Ledger.

· Preparation of dealer’s Discount / Warranty Incentives on Monthly Basis.

· To ensure that company policies and procedures are followed properly.
· Maintaining critical data in order to analyze the performance of each team member on daily basis.



Computer Skills and Other Abilities

	Sr.
	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	1
	Accounting Software
(G.P Microsoft Dynamics, Tally ERP 09, Peach Tree), M.S Word, Excell

	Excellent 
	Currently Using




Personal Information

	
	

	 
	

	Nationality
:
	Pakistani

	Religion
:

	Islam

	Language Competency 
:
	English, Urdu, Saraiki,Punjabi


References:  Will be furnished on demand[image: image2.png]
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