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Professional Profile
Result oriented Finance Professional offering 2 years of experience in Finance and Accounts Management, with ability to relate to people at any level of business and management, highly ethical, trustworthy and discreet. Capable of learning new technologies, with proactive approach in initializing and accomplishing the given tasks. Adept at working in high-pressure environments with strict deadlines and multiple deliverables sound communication skills through patient and persistent dialogue; disciplined, versatile and big picture thinker.

Core Competencies

(  Administration





(  Planning and Accounting

(  Cashbook Handling





(  Bank Reconciliation


(  Accounts Receivables / Payables



(  Payroll Accounting

Professional Experience

Accounts Executive







Apr 2012 to Dec 2014
A 4 Communication Pvt; Ltd; - Lahore, Pakistan 
A 4 Communication is one of the leading event management companies in the Lahore. They provide complete event management solutions both indoor as well as outdoor. They specialize in arranging fashion shows, cultural events, government official events etc. They also specialize in Flex printing, offset printing and fabrication.
Responsibilities:
· Responsible for verifying the recorded transactions and report irregularities to Finance Manager.
· Responsible for preparing regular reports and summaries of accounting activities.

· Responsible for entering the petty cash related business data into accounting system used by the organization 

· Involved in planning, estimation of projects and sales services
· Credit control and collection of accounts payables and receivables.

· Maintained Daybook, Sales, Purchase & Stock Registers; posted ledgers.

· Established and maintained close relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies.

· Handled billing & delivery of commodity against purchase orders.

· Responsible for processing of Raw Material and Stores & Spares consumption entries.

· Reconciliation of Bank Statement, Debtors and Creditors Reconciliation.

· Responsible for preparing Stock Statement and Selected Operational Data.
· Assisted in preparation of Cost Sheet for Balance Sheet and finalization of Accounts.

· Assisted in preparation of Monthly budget and Reports for the senior management.

Computer Skills / Accounting Software
Working Knowledge of MS Office Applications (Ms Word, Excel PowerPoint etc)

Peachtree:
Good knowledge of implementing Peachtree Accounting software. Worked on almost all of the modules related to accounts payables and receivables. Execute almost every report and vouchers in the software, include Invoices, Financial Reports, (Cash, Bank & Journal Vouchers), Sales, Inventory, and all other reports related to Accounts/Financial Management.
Pinnacle:
Good working knowledge of Pinnacle Software.

Tally ERP 9:

Basic Working knowledge of Tally ERP 9 Software.

Academic Education 

Post Graduate Certificate in Accounting

Institute of Cost and Management Accountancy of Pakistan – (2012)
Bachelor of Commerce
Institute of Commerce & Technology – Lahore, Pakistan (2009)
Affiliated with University of Punjab - Lahore 
Certificate in Computer Foundation 

Pakistan Industrial Technical Assistance Center (PITAC) – Lahore, Pakistan 2008

Languages
Urdu


:
Fluent

Punjabi


:
Native

English


:
Good

Additional Information

Date of Birth

:
08-Nov-1985
Marital Status

:
Single
Nationality

:
Pakistani 
UAE Visa Status
:
Visit Visa
References
Reference can be provided if required.






PAGE  

