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CAREER OBJECTIVES:
Seeking a challenging career position in an organization that provides ample opportunities for intellectual & technical growth and monetary benefits where I can utilize my education & skills to help the organization to achieve higher levels of performance and success.
KEY SKILLS & STRENGTHS:

Expert in QuickBooks Pros

Peachtree

 Talley ERP


            Bookkeeping

Budget development


financial reporting

US GAAP principles


Cash flow analysis

Customer relations


Executive presentation development

Attention to detail


            Critical thinking

Team building



Business correspondence

Quality assurance


     
target Oriented
WOR
K EXPERIENCE:
EZI 1 Rent a Car
From March 2015- now 
Key Responsibilities
· Supervising accounts receivable clerk.

· Compiled financial reports pertaining to cash receipts, expenditures and profit and loss.

· Discovered major instances of fraud, embezzlement and large balances due.

· Drafted and reviewed financial statement compilations before being approved by partners.

· Performed complex general accounting functions, including preparation of journal entries, account analysis.

· Prepared accurate financial statements at end of the month.

· Reviewed collection reports to determine the status of collections and the amounts of outstanding balances.

· Worked with management at the project level to ensure expense plans are achieved.

· Reconstructed accounting records from clients' checks and cash receipts.

· Assisted management with the finalization of the annual expense plans.

· Created presentation formats for monthly/quarterly reviews of expense charge-outs.

· Increased company revenue 

· Led and educated team on customer relationship management techniques.
United Bank Limited Pakistan

From October 2013 – October 2014 
Key Responsibilities
· To perform work in account opening department

· All types of record keeping  and keep informed to the branch manager

· To make a survey  report that customers are satisfied with our bank services

· To assist B.M,CSR and consumer in different task

· Weekly and Monthly report writing

· Accepting and processing all types of clearing/ collection cheque

· To Issue the Credit Cards, Wizcards and Pardase Cards 

· To check and clear the Foreign Remittance 

Habib Bank limited Pakistan 
From June 2012 – August 2012 
Key Responsibilities:  

· To check and clear the foreign remittance 

· To Check out the daily branch vouchers

· To perform work in account opening department

· General Research work in different departments

EDUCATIONAL   BACKGROUND: 
	Certification/Degree
	Institution/University
	Major Field
	Passing Year
	Percentage /CGPA

	BBA Honors 
	UAJ&K
	Accounting & Finance 
	2013
	3.65/4

	F.Sc. ( Premedical)
	BISE Mirpur AJK
	Sciences 
	2009
	73%

	Matriculation
	BISE Mirpur AJK
	Sciences
	2007
	88%


Computer and Linguistic Skills
	Skills & Abilities
	Proficiency Level

	Operating System
	Windows 98-2000,Window XP, windows 7,8 , 

	Word Processing
	Excellent

	Spread Sheet
	Excellent

	Peach tree & Quick Books
	Excellent

	Internet & Searching
	Excellent

	IELTS 
	6.5 Bands (Speaking 6.5, Reading 6.5, Listening 6.5, Writing 7.0)                              


Leisure Activities



Social Networking 


Newspaper & book reading
Extra Curricular Achievements
Silver medalist in All Pakistan Rover Scout Competition 2008.
References:
References and documents will be furnished on demand.

