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OBJECTIVE
To join a prestigious organization for implementing skills and knowledge of finance, accounts and audit in order to fully participate in development of the organizational and personal growth as well.
	
	ACEDAMIC QUALIFICATIONS

	M.Com
	Islamia University, Pakistan.
	2012

	B.Com
	Islamia University, Pakistan
	2010



PROFESSIONAL SUMMARY
I started my career as Assistant accounts and later joined Candescent Pvt Limited as Assistant Manager Accounts. Based on my performance and hard work, I received many appreciations.
PROFESSIONAL AND WORKEXPERIENCE
Candescent Pvt Limited
(August 2013 to September 2015)
It is a construction company and is one of the best in Pakistan regarding construction of Hydro power Dams in Kashmir, Pakistan. I worked on 2 projects Rehra 2.8MW AND Dhanna 3.2MW and prepare all accounts for both projects.

Designation: - Assistant Manager Accounts
Responsibilities:-
· To enter Revenue, Expense, Supplier & Customer Invoices(Both Cash & Credit), Payroll and other accounting entries in Computerized Accounting System.(Quick Books). 
· Audit of internal Accounts of employees, vendors, site accounts and expenses. 
· To interact with senior management and staff in a professional manner. 
· Inventory management. 
· To prepare stock reports and report to seniors. 
· To prepare debit & credit notes. 
· To prepare Bank Reconciliation Statements. 
· Preparing WPS Payroll. 
· To assist in preparation of monthly Financial Reports. 
· During this period, I also learned how to deal with suppliers and customers regardng purchases and sales. 
· I also learned HR system and work as an HR Manager, dealing with following activities: Employees letters, offer letters, absent forms, vacation forms and gratuity etc & Maintaining up-to-date employee’s data and files. 
AKS Pvt limited, Pakistan
(June. 2012 till May 2013)
It is one of the best logistics companies in Islamabad, Pakistan.
Designation: -
Assistant Accounts
Responsibilities:-
· Assist in preparation of financial statements in compliance with accepted policies and Procedures. 
· Preparation of bank reconciliations on monthly basis 
· Preparation of cash flow statement 
· Revenue and capital expenditure 
· Revenue and capital Receipts 
· Revenue and capital Payments 
· Ensure discipline of timely closure of books of accounts on monthly basis 
· Preparation of payables accounts and reconciliation 
· Preparation of debit notes and credit notes 
· Preparation of Bank receipt and payment vouchers 
· Preparation of Cash receipt and payment vouchers 
· Preparation of Journal vouchers 
· Debtors and Creditors management and maintaining records. 
· Follow up of receivables 
· Inventory management 
· Purchase of inventory 
· Maintaining proper record of inventory movements 
· Entering petty cash and daily cash related transactions in the Day Book. 
· Online deposit of cash into relevant Bank account 
· Report to Chief Executive 

PERSONAL TRAITS
· Have ability to successfully manage multiple priorities and assignments. 
· Possess effective presentation, verbal and written communication skills. 
· Hard worker, team player, bringing enthusiasm and energy into team efforts. 
· Operational management, analyzing and decision making. 

COMPUTER & SOFTWARE SKILLS
· Expert in Microsoft Office 2007 
· E-Mail and Internet browsing 
· Having knowledge and experience of Quick books 
	
	
	PERSONAL INFORMATION

	
	
	

	Date of Birth
	:
	08th April 1989

	Marital Status
	:
	Unmarried

	Religion
	:
	Islam

	Nationality
	:
	Pakistani

	Languages
	:
	Fluent in English, Urdu and Punjabi

	Visa status
	:
	Visit Visa

	
	
	


