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(Bachelor’s In Commerce

  Accounting, Finance & HR specialist)


Career Objective: 
To work in a competitive and challenging working environment to contribute the best of my ability towards the growth and development of a progressive firm as well as personal growth within defined ethical and legal boundaries. 
Educational Qualifications:
2001               Bachelor’s Degree in Commerce
                         (Majors   Accounting & Finance)

                         University of Punjab, Pakistan
1998               Intermediate in Pre-Engineering
                          Faisalabad Board, Punjab

1995               Matric in Science
                          Faisalabad Board, Punjab
Diplomas:
2012               International English Language System

                         IELT’s—Band 6.0

2009               Professional Graduate Diploma in IT

Metro College of Management Sciences

Manchester, UK

2006
Diploma in Business Administration

Liverpool College of Management Sciences


Bradford, UK

2006
Ed-excel Level-2, BTEC Award


(Communication & Conflict Management)
Work Profile
     Accounts Manager and Secretary ERP (Enterprise Resource Planning) in Group Flour Mills, Gojra, Pakistan.
2010-Updated
· Perform daily accounting transactions such as creating & posting vouchers.

· Accurately record cash transactions.

· Day to day banking activities
· Maintain Accounts Receivable & Payable ledgers, checking, verifying and posting supplier invoices.

· Prepare Statement of account, fully reconciled & supported with relevant and original approved documents.

· Prepare monthly / weekly and other periodical financial reports.

· Ensure appropriate approvals prior in all type of payments like advance, utilities, rent, fuel, suppliers & other cheques, etc.

· Payment Follow-Up and Preparation of cheques

· Calculate payroll related calculations including deduction, staff benefits etc.

· Prepare debtors’ listings & constantly follow up for payments.

· Check customers’ credit ratings & advise the management accordingly.

· Bank reconciliation and reconciliation of debtors and creditors

· Coordinate with bank authorities, auditors and ensure proper compliance with all statutory regulations & company policies & procedures.

· Handle purchase & sales transactions.

· Filing and safe keeping records and documents

· Maintain file and office register

· Prepare leave schedule for the staff
· Establish, maintain, and coordinate the implementation of Accounting and Accounting control procedures.
· Engage with the ERP support team as in providing requirements, testing support, etc

· Coordinate ISO and ERP Departments.

· Maintain Record of ISO & ERP departments.

· Prepare agenda & Minutes of Meetings and circulate to all the departments.
· Maintain assignments records regarding ERP project.
          Incharge Recruitment and Selection plus Accounts Manager For
A-One Security Manchester, UK.
2005 – 2010
· Compile and Analyze financial information to prepare entries to Financial Accounts, such as General Ledger Accounts, and Documents Business Transactions.
· Perform account reconciliations for key balance sheet accounts on a monthly & quarterly basis
· Short-listing of potential candidates.
· Scheduling of Interviews.
· Preparation of Job Advertisements for Newspapers & Web Portal.

· Prepare and conduct written tests.

· Human Resource Planning.
· Human Resource Budgeting.
· Handling of Performance Appraisals and Promotions.
· Review of Recruitment & Selection Policy.

· Present Office Notes & Salary Break-up’s to Manager for approval.

· Handling bulk Data Bases
Manager Operations and Accounts in Franchise Reliance Insurance

Gojra, Pakistan. 
2002-2004

· Dealt with Car Insurance
· Dealt with general office operations
· Maintained all kinds of accounting records 
· Dealt with accounts receivables & payables & bank related issues
· Checked all kinds of staff related issues 
Major Projects:

1. Detailed project on “Islamic Banking” focusing NBP Bank.
2. Final dissertation/Thesis on “National Bank of Pakistan” 

3.  Advertising campaign of “Saba Beauty Soap”_ Marketing Strategies
Personal Information:
	
	

	Nationality
	Pakistani

	Hobbies

Marital Status
Visa Status

Expected Salary
Last Salary
	Cricket, Books Reading, Internet surfing
Married
Visit 

5000 AED
5000 AED

	
	

	
	


Declaration:
I, do hereby declare that the above given information’s are correct to the best of my knowledge and belief. I will produce all supporting documents in original on demand.[image: image2.png]
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