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objective

To attain the apex of professionalism in a dynamic organization that gives me a challenging job to apply my knowledge and skills and to involve as a part of team that dynamically works toward the growth of organization with persistent hard work and sincerity.

Professional Skills

· Comprehensive knowledge of Banking products, Banking policies & Accounting
· Strong interpersonal & communication skills
· Quick learner and works independently with less supervision
· Hard Working, Result Oriented, Creative, Discipline & Highly Organized
· Proficient with Computer Systems (Bank Smart, MS Dynamics AX, Bank Smart AML Module, Microsoft Office)
Academic Qualifications

· Bachelor of Commerce, The Islamia University Bahawalpur


 Aug 2005
· Diploma in Commerce, Punjab Board of Tech Education Lahore

 Feb 2002
· Matriculation (Commerce),BISE Bahawalpur, Pakistan

 
 June 2000
WORK Experience
Employer: Supreme Group (From Dec 2011 till june 2014)
I joined Supreme Group (Kabul, Afghanistan) as an Account Officer Fixed Assets Operation and then I got promoted to as an Accountant.
My job responsibilities includes
As an Accountant (1st Dec, 2012 to 1st June, 2014)  

· Raising Inter/Intra and Third Party invoices, ensures filing of invoices and liaising with AR for payments thereof
· Processing supplier invoices, monitoring and tackling the AP issues and ensures filing thereof  

· Analysis and commentary on P&L for all intra/inter transactions 
· Preparation of monthly income and expense accruals and filling backups thereof
· Preparation of monthly Flash report 
· Monitoring and consolidating multi sites cash books
· Preparation of cash vouchers and filling thereof
· Preparation of weekly cash forecast
· Preparation of Phone cards PO, handling phone cards and tracking the stock thereof

· CIC , AN (Afghan National) Salary and Phone Cards disbursement and reconciliations
· Preparation of various upload file ensuring matched with the backups

· Assisting in development and implementation of goals, policies and procedures relating to financial management and accounting; generating ad-hoc reports as and when required.

As an Account Officer Fixed Assets Operations (4th Dec, 2011 to 30th Nov, 2012) 

· In charge of Day to day management of Fixed Assets & Leased Items of all locations
· Ensuring of all the standard operating procedure for Fixed Assets & Leased Items has been compiled from acquisition, recording, transfers, disposals and cancellation of lease contracts 

· Ensure safe keeping and filling of lease contracts, Investment applications, quotations, invoices and all other documents pertaining to fixed assets & leased items
· Tagging and physical verification of all assets
· Ensuring fixed assets & leased items are allocated to employees responsible and maintain a file of asset allocation and lease items allocation forms  
· Physical verification of lease items and documentation
· Verification of supplier’s bills with contract terms and conditions
· Prepare monthly report of fixed assets & leased Items additions, transfer and disposals
· Ensuring the technical information in the fixed asset register is accurate and reflects all the fixed assets of all locations
· Preparation and reconciliation of Lease file of all leased items monthly
Employer: Bank Alfalah Ltd (September 2006 to November 2011) 

I joined Bank Alfalah as Operation Officer/Customer Relationship Officer and then I got promoted to Accounts Officer.  
My job responsibilities includes
As an Accounts Officer
· Daily, Weekly, Monthly, Quarterly, Half Yearly, Annual financial reporting to Head Office and State Bank of Pakistan
· Management of Fixed Assets (Procurement, Transfer, Deletion, Depreciation calculation, Physical verification & tagging.)

· Preparation of Budget review on Monthly basis
· Preparation of Annual budget of the branch
· Profit & loss calculation, Provisioning and performance reviews at quarter and year end

· Monitoring of data check and safe record keeping  

As an Operation Officer/Customer Relationship Officer

· Keep updated regarding BAL’s policies and procedures, SBP’s instructions, relevant Prudential Regulations and ensure their compliance

· Responsible to guide customers about BAL products, bank’s policies and requirements regarding different types of accounts

· Replying to customer’s queries regarding account opening forms, Cheque book & ATM 

· Account opening/scrutiny of Account Opening form, receipt of initial deposit, input into the system, generation of account number & KYC

· Responsible for reporting of AML on daily basis

· Updating AML record on Monthly, Quarterly, Half yearly & on Annual basis in AML Module

· To make sure that required KYC documentation, as required under prudential regulations, is obtained, properly kept in record and fed into the system.

· Responsible for KYC review on fortnightly basis
· Maintain data of Zakat, Zakat declaration forms, Hold mail, dormant accounts and undelivered mail as per prescribed procedures.    

· Responsible to process and check that all Cheque books are delivered on timely basis
· Responsible for all account closing as per prescribed procedure and to make sure that applicable charges are deducted and profit (if any) is paid before closure.
· To keep updated regarding BAL’s procedures for handling remittances, related SBP’s instructions and ensure their compliance      

· Issuance/payment of PO/DD/TT

· Follow up on remittances, DD advices & telex messages 

· Handling TTs and DDs issued by other banks

· Daily H.O reconciliation 

· Periodic balancing of outstanding PO/DD/TT

· Responding to customer’s queries 

· Removal of objections raised by internal, external & SBP’s auditors
Professional training
· Operation Officer Batch Training  by Bank Alfalah Ltd

· Account Opening Training by Bank Alfalah Ltd
· Personal Effectiveness for Peak Performance by Bank Alfalah Ltd
· High Flier CRO by Bank Alfalah Ltd
· KYC training Workshop by Bank Alfalah Ltd
· AML Module Training by Bank Alfalah Ltd
· Am I breaking the Law? Banking Law and Practices by Bank Alfalah Ltd
· Money Gram Training workshop by Bank Alfalah Ltd
Computer Skills
· Microsoft Windows XP, Vista etc

· MS Word, MS Excel, MS PowerPoint etc
· Bank Smart, MS Dynamics AX .04 and MS Dynamics AX2012.
· Internet

Personal information

Marital Status

:

Single

Nationality

:

Pakistani

Interests

:

Sports, Research based browsing, Reading Books
Languages 

:

English, Urdu, Punjabi, Sariaki (Native)
Refrences
· Will be furnished Upon request  
