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Objective
To work in a well reputed environment with a team of motivated professionals, where chances of excelling are high and where I can utilize my potential and skills up to the best to further strengthen that environment and to polish myself.
 Personal Info
Qualifications

Master of Business Administration (MBA Marketing) 

            University of Lahore (2010)                                              

Bachelor In Commerce (B-Com)

BahauddinZakariya University Multan (2005)



Diploma In Commerce (D-Com)

Punjab Board of Technical Education Lahore (2002)


Matriculation (Matric) 


Board of Intermediate & Secondary Education Multan (1999) 

Computer Skills

· MS. Excel

· MS. Word

· Internet

· I want to work on a unique Accounting Software to enhance my accounting capability.

Experiences

· I worked as Admin / Accounts Manager in Shujabad Group, from 1st March 2011 to February 2015.

· I worked as Admin / Accounts Officer in Component Masters (Pvt) Ltd, from 1st July 2007 to February 2011.

· I worked as Accounts Officer in Bhatti Sons Agency from 1st June 2005 to 30th June 2007.

Experience Details

· Name of Company


Group

Company’s Business 

· Shujabad Group containing different projects 

1. ShujabadPoulty Farming & Processing

2. ShujabadPetroluem& CNG Station

3. Shujabad Ice & Cold Developers 

4. Shujabad Lubricants
5. Shujabad Builders
· Designation



Admin / Accounts Manager

Responsibilities/Job Description

· Direction is provided by the Finance Director.
· Prepare Investment activity summary.

· Created financial reports and supported all responsibilities.

· Analyzed, examined, and interpreted account records, complied financial information and reconciled reports and financial data. 

· Control Budget for various department and projects determine its funds are available and expenditure properly classified, research and analyze transaction to resolve budget problem.
· Provide assistance and information to outside auditor as required.

· Prepare all necessary documents of annual inspection for relevant government department.

· Monitor and maintain records of fixed assets.
· Name of Company


Component Masters (Pvt) Ltd.

Company’s Business 

· Component Masters involve in engineering consultancy. 

1. Provide Electrical, Mechanical, Chemical consultancy to the industries.

2. Import, Installation, Operation, Maintenance, Overhauling of CNG Compressors (Safe, IMW, Compare, China), Dispensers, Bank Storages, PLC, DB Panel, Cooling Tower, High Pressure Lines and Tubes.

3. Test Certification, Completion Certification.

4. Main Contractor of Shell Pakistan in all over the Pakistan.
· Designation



Admin / Accounts Officer

Responsibilities/Job Description

· Process Cash and Bank Vouchers.

· Collect accounting & preparing receipt vouchers.

· Allocation of payment against desired invoices.

· Prepare Bank reconciliations.

· Maintain and update the list of all post-dated cheques kept with the bank.
· Preparation of monthly budget and account anticipated expenditures statement for study.

· Complete all documentation regarding (JHA,WCF,WP).

· Prepare of Certification of Testing and Completion..

· Prepare of creditors / customers’ accounts.

· Prepare of debtors / sellers’ accounts.
· Prepare of staff Salary Sheet.
· Name of Company


Bhatti Sons Agency 

Company’s Business 

· Bhatti Sons Agency involve in distribution setup, sold different companies’ products in market.

1. Sufi Soap and Sufi Oil.

2. Bake Parlor (Macronni)    

3. Bisconni (Biscuit) 

4. Good Milk.

5. TATA Surf.
· Designation



Accounts Officer

Responsibilities/Job Description

· Receives receipts from Sales Department and notify the related department.
· Maintain Daily Sales Report (DSR) receives from sales department ensuring its agreement with the accounting books. 

· Enter Sale receipts with corresponding amount and proper allocation into accounting books.

· Preparation of creditors / customers’ accounts.

· Preparation of debtors / sellers’ accounts.

· Preparation of staff Salary Sheet.

Competency in Languages

· Read


English, Urdu, Punjabi, Arabic

· Speak


Urdu, English, Punjabi, Saraiki

· Write


English, Urdu 

Other Activities & Interest

· Reading Books, Internet, Cricket
