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	Professional Summary
	ACCA (Association of Certified Charted Accountant) Member, bachelor / graduate in Commerce form Punjab university Pakistan and also have professional experience in Accounting, Finance, Budgeting, auditing & Banking.  

	Professional qualifications
	ACCA – Association of Chartered Certified Accountants



	Technical Expertise
	· International Standards on Auditing (ISAs)

· International Financial Reporting Standards(IFRS)
· Budgeting


	Performance Award
	· Performance honorarium awarded in  2013


	Professional Experience
	Audit  Associate - From July  2012 to date

.
Role and responsibilities in Internal Audit function: 

· Plan, organize and carry out the internal audit function including the preparation of an audit plan, scheduling and assigning work and estimating resource needs.
· Identified control and processed weaknesses, documented main control points and provided evidential support for report recommendations.

· Prepared recommendations for all levels of management, considering materiality, pertinence and documentary evidence.

· Presented to area management the results, recommendations and conclusions of audit reviews.

· Maintained respectful and effective communications and relationships with management and staff of areas under review.

· Prepared draft audit reports.
· Report to both the audit committee and management on the policies, programs and activities of the department.
· Work with management to ensure a system is in place which ensures that all major risks are identified and analyzed.
· Provide both management and the audit committee with an opinion on the internal controls.
Fixed Assets Management: 

· Updating of fixed assets register (FAR).
· Reconciliation of fixed assets with books of Accounts and with dead stock registers.
· Preparation of  quarterly, bi-annually and annually details of fixed assets

· Application of depreciation according to established rates and bank’s policies.
       Budgeting and forecasting
· Preparation of annual budget of division, “departmental budget for the year 2014 and 2015 have been prepared”.

· Preparation of budget of field offices, allocation of resources to field offices, Coordination with Budget Department regarding allocation of budget to Audit Zones.

· Variances analysis of expenditure of field offices, producing reports and making recommendation. 
2.   Accountant – (One Year)
CRS Communication Research Strategies. (Pakistan)
Role and responsibilities:
· Day to day Book keeping / Accounting.
· Posting of vouchers, 
· Preparation of financial statements, income statement and balance sheet.
· Maintaining the records of debtor and creditors.
· Correspondence with the banks and clients regarding financial as well as non-financial issues.
· Preparing bank reconciliation statements.

· Maintaining of Payroll record, preparation of pay.

· Monitoring revenue and expenses; and evaluation of financial data.
· Considering Cash receipts and payments as well as Petty cash etc. 

	Languages


	· English (Proficient - reading writing and speaking)

· Urdu (Proficient - reading writing and speaking)

	Basic Academics
	University of Central Punjab, Lahore – Pakistan

Graduate / Bachelor Degree in Commerce (B.Com).
Punjab Board Technical  Education, Lahore - Pakistan

Higher Secondary School Certificate of Education (HSSC).
Rawalpindi Board of Intermediate and Secondary Education, Pakistan

Secondary School Certificate of Education (SSC).

	Computer Skills
	Accounting Software:

Peachtree, Tally, DIMS etc.

Microsoft Office Suite (MS Excel, MS Word, MS Power Point etc.) and Lotus Notes.

	Interests & Activities
	· Cricket

· Traveling
· Adventure

	Personal Information
	· Nationality:                  Pakistani

· Marital status:             Single

· Visa status                  Visit  


