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Seeking a management position in Finance/Accounting, where my educational experience will
provide leadership and day-to-day management of the finance and administration functions, ensuring that these functions meet full legal requirements in each of the offices of the organization and strive for bottom-line results. Will be comfortable operating at an executive level and demonstrating ability to collaborate and build strong working relationships with other

departments and with people at various levels of the organization.

WORK EXPERIANCE
 Language Center
2013-2014
Lahore, Pakistan
Assistant Manager Accounts & Administration
Responsibility & Duties:
•
Handle the records of students in the computerized software

•
Prepare daily financial and analytical reports, highlighting variances in spending and submit them to LC Manager & Country Manager

•
Drafting and maintaining invoices.

•
Maintaining the analysis, summarization of general ledger accounts and develop report of supplier.

•
Manage the preparation, verification and maintenance of payroll records and report to ensure the payroll is processed timely and accurately in line with due authorization, approved budgets and the entity’s policy and procedures.

•
Provide guidance to the reporting staff in the development, analysis and preparation of reports in line with the established policies and procedures, review accounting reports for accuracy and completeness.

•
Handling Network issues.

¾ 
SOZO World Cinema
2012
Lahore, Pakistan
Intern in Accounts & Finance Department
Responsibility & Duties:
•
Enter financial data into computerized accounting system and run reports.

•
Keep a check on the invoices and tally them with vouchers.

•
Provide the administrative support for matters relating to the premises and operations

•
Assist the finance team on yearly forecasting efforts.

•
Assist in completing miscellaneous, special projects of the finance department as needed and report it to the concerned person.

•
Assist the manager in planning, coordinating and participating in meetings, seminars, workshops, conferences, in-service training sessions and related activities.

¾ 
Nishat Power Limited
2011
Lahore, Pakistan
Intern in Accounts, Finance & Purchase Department
Responsibility & Duties:
•
Manage General ledger records.

•
Coordinate in quarterly budget formulation and assist in preparation of the annual budget.

•
Study the previous, current and future market trends and assist the manager in forecasting.

•
Tally Sales Tax Invoices.

•
Assist the purchase manager in identifying new opportunities, seek ways to improve efficiencies and ensure purchasing compliance.

•
Assist in direct activities concerned with contracts for purchase or sale of equipment, materials and products.

•
Assist in reviewing of purchasing arrangements with suppliers including price, delivery, performance and discounts to achieve reduced supply chain costs.

ACADEMICS
¾ Masters in Business Administration
2012-2014
Majors: Finance
Lahore, Pakistan
Minor : Human Resource

University of Central Punjab
¾ Bachelors in Business Administration
2008 – 2011
Majors: Finance
Lahore, Pakistan
Institute of Management Sciences
¾ Intermediate Pre Engineering
2005-2007
Garrison Degree College
Lahore, Pakistan
¾ 
Matriculation Computer Science
2003-2005
Garrison Boys High School
Lahore, Pakistan
MAJOR PROJECTS (ACADEMIA)
¾   Prepared a complete business plan of an “Amusement Theme Park”

¾   Conducted research on the short fall of electricity by WAPDA and recommended the solutions

¾   Presented the financial analysis of Nestle Pakistan

¾   Presented a new retail business plan of “Rawaj sole” (Shoe Business) for a vendor

PROFESSIONAL SKILLS
¾   Software Skills
•
Command on Tally Erp

•
Command on Advance Excel

•
Command on Peachtree

•
Command on Quick Book

•
Command on MS-Office

•
Command on SPSS

¾   Communication Skills
•
Creative and professional writing abilities
•
Persuasive speaker
•
Empathic listener
¾   Management Skills
•
Coordinating activities and events
•
Delegating tasks and responsibilities
•
Evaluating Performances, processes and events
•
Goal setting and scheduling
•
Able to coordinate, prioritize, operate several tasks simultaneously and proactively
•
Committed to implementing quality improvement techniques
¾   Personal Skills
•
Self-motivated

•
Self-starter

•
Fully committed to provide the highest possible standards of work

¾   Linguistic Skills
•
English, Urdu, Punjabi
PERSONAL DETAILS
Date of birth
:
13-02-1989

Gender
:
Male Nationality
:
 Pakistani Marital Status
:
Single 

REFERENCES
Will be furnish on Demand

