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· Executive Summary:

Accounts professional with more than five years of extensive experience within diversified industries having expertise in accounts, finance, reconciliation, payroll, general ledger, financial reporting, problem solving abilities to drive efficiency and sound outstanding and financial performance. Well organized and result driven team leader with excellent communication, coordination and management skills, seeks placement in a progressive organization to utilize and maximize the potential of education, experience and gained skills.

· Career Path:

Cashier


 call centre



2004 to 2005

Accountant 

Rose belt college of commerce

2005 to 2007

Accountant

Steel Buildings Cont. Co

2007 to till now

Accountant

Restaurant (part time)   
 2009 to till now

· Job description in Amana Steel Buildings Contracting co. In DIP
· Handling Imprest Fund payments

· Assisting in supplier payments

· Making supplier Reconciliation

· Scanning documents

·  Updating supplier invoices in Accounting System

· Updating supplier invoices in Deceasy 

· Keeping track of Employees cheques and transfers   

· Making payments for Non Staff

· Depositing cheque and cash in the Bank

· Printing cheques

· Uploading documents in SharePoint

· Handling Cash payments

· Bank Reconciliation

· Checking of Expense sheets

·  Handling Fixed Asset list

· Handling prepaid expense list

·  Handling Labor Payroll

· Updating Assets invoices in system

· Calculating Deprecation for every month

· Job description in Diwan Layalina Restaurant in Dubai internet city

	· checking of sales attachments of daily sales

	· Entry in Excel sheet 

	· Entering daily sales in Restaurant books

	· Checking of daily expenses 

	· Making of check for Expense sheet

	· Entering the expenses in restaurant books 

	· Entering the payment in the restaurant books

	· Entering of Credit bills in restaurant books

	· Entering prepaid rent in Deceasy 

	· Passing JV of PDC 

	· Passing entry of Depreciation in Deceasy 

	· Preparation of Salary and entry in Deceasy

	· Entry of Employee benefit and leave salary in Deceasy

	· Bank reconciliation

	· Preparation of Income statement

	· Accrual entry of sale

	· Reversal of accrual of sale

	· passing entry of bank expenses in restaurant 


· PERSONAL ATTRIBUTES AND ETHICS:
Honesty, hard work and versatility are part of me. My personal work habits and ethics permits me to be an efficient and well organized team player, well always strive to do the best to promote interest of the employer.
· EDUCATIONAL QUALIFICATION:


Secondary:
Board of Intermediate & Secondary Education (Rawalpindi)


D.COM

Punjab Board of Technical Education-Diploma In Commerce (Lahore)


Graduation
University Of Punjab-Bachelor of Commerce (Lahore) 



· COMPUTER SKILLS:
· Windows, 2000 XP

· Microsoft Word 2007

· Microsoft Excel 2007
· OTHER QUALIFICATIN:


English Language course from Phonetics Institute of Modern Languages 
· PERSONAL MEMORANDUM:


Date of Birth
:

01-Dec-1981


Place of Birth
:

Punjab


Nationality
:

Pakistani


Marital Status
:

Married


Languages
:

Urdu, English, Punjabi


Religion

:

Islam


Sex

:

Male

· Achievements:

· Consistently contribute to present   and previous companies in safeguarding finance through preparing accurate financial accounting reports, ensuring reliability and worthiness.
· Gained comprehensive knowledge and understating of the entire flow of business operations, their documentation requirement and subsequent accounting and reporting.
· Operation Management
· Set and ensure effective implementation of various policies and adherence from employees of the organization for efficient departmental operations.
· Drive organization capability through coach team in providing guidance, advice and assistance to the business on process, regulations or control issues.

· Lead in process improvement initiatives, customer service and supply chain functions for efficient control and maximization of productivity. 

· Accounting software


Familiar with Sage DecEasy and Navision.

