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PERSONAL DETAILS
DOB: 25-Aug-1987
Nationality: Pakistani
Visit Visa:
AREAS OF EXPERTISE
· Management of Financial Information 
· Interpreting Financial Data 
· Payroll 
· Accounts Receivable/Payable 
· Construction Project Management 
· Taxation 
· Reconciliations 
· MS Office 
· Peachtree 
· IT Skills 
· Clients Dealing 
LANGUAGES
· English 
· Urdu 
· French (Basic) 
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CV NO: 1523028
An enthusiastic Accountant with drive, determination and experience of working in a busy Accounts & Finance department possessing more than six years of experience in the field of accounts & finance with reputed organizations. My qualification and experience complement the responsibilities. I have been able to advance in my career through demonstrated initiative efforts and the ability to work efficiently.
I have the opportunity to work with confidence, initiative, patience and integrity independently in a complex environment, throughout my career, which have strengthened my communication and organizational skills.
Keen to find a challenging Accountancy position with an ambitious and exciting company where I will be able to continue to increase my work experience & develop my abilities.
PROFESSIONAL EXPERIENCE
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ACCOUNTANT
June 2012 – October 2015
ARTEC DESIGN – Construction Management Company
(No. 04, 7th Avenue, Service Road, F-6/1, Islamabad, Pakistan)
Maintenance of all construction accounts of commercial & residential projects in high-end areas. Identifying and recommending modifications to existing procedures to improve efficiency including the following:
Accounts & Finance
· Preparation of daily cash book reflecting site wise expenses. 
· Allocation and management of funds. 
· Maintaining site wise record regarding materials, labor & site work detail. 
· Individual accounts maintenance as well as reconciliation of creditors & contractors according to the payment schedule. 
· Preparation of payroll and salaries disbursement. 
· Coordination with banks for funds, accounts reconciliations, and negotiations of interest rates etc. 
· Creating and submission of monthly and yearly income tax returns of the company and the directors. 
· Providing complete accounting information to external auditors in conducting yearly audit. 
· Operational and site cost reporting to director on weekly basis. 
· Site cost reporting to top management. 
· Direct reporting to senior manager finance & accounts. 
· Coordination with procurement manager and procurement accountant regarding bills processing of suppliers & contractors. 
· Cross checking of bills and intended payment of the suppliers & contractors. 
· Any other task assigned by the management. 
Admin & HR
· Maintaining all HR record and preparation of all necessary documents (company policies, data form, drafting office memos). 
· HR policy discussion with top management & implementation. 
· Issuing SOP’s & IOM’s. 

PROJECTS & RESEARCH
· Project on Impact of Colleagues’ Behavior on Individual’s Performance at Work Place. 
· Research on Alternative Education System. 
ACHIEVMENTS
· Successfully qualified 6 Months Certificate Course in Computer Application. 
· Winning Computer Gaming Tournament at Bahria University Islamabad, Pakistan. 
HOBBIES
· Badminton, Cricket, Football, Swimming. 
· Guitar Playing, Listening Music, Drawing. 
· Latest Software Applications Searching on Internet for Learning. 
· Working on Adobe Software’s (Adobe Photoshop, Adobe After Effects) 

Client Dealing
· Preparation of construction management proposals and negotiation with clients. 
· Preparation of agreements for construction management. 
· Coordination with the client regarding requisition, allocation and management of funds. 
· Submission of site accounts to the clients (monthly, quarterly & yearly). 
· Frequent meetings with the clients for accounts status and site work position according to the schedule. 
· Reconciliation and submission of final accounts with all supports to the client on completion of the site. 
Coordination with Creditors & Contractors
· Contracts & agreements drafting with contractors. 
· Prepare payment schedule sheets according to work done. 
· Reconciliation of creditors and contractors accounts. 
Legal Affairs
· Management of shareholding, AOP’s and property related documents of the directors. 
· Preparation of feasibility reports. 
· Maintain property documents regarding sale and purchase. 
· Drafting of legal agreements (sale deed, purchase deed, rent agreement) 
· Coordination with shareholders for allocation and management of funds. 
KEY SKILLS AND COMPETENCIES
· Experience of working with tight deadlines with limited resources. 
· Highly organized, proactive, hardworking, focused, & attentive. 
· Strong awareness of banking sector. 

ASSISTANT ACCOUNTANT
February 2008 – May 2011
HONDA CLASSIC – 3S Dealership (Honda Atlas Cars Pakistan Ltd)
(No. 179, Korang Road, Industrial Area, I-10/3, Islamabad, Pakistan)
Assignments:
· Direct reporting to senior manager finance & accounts. 
· Posting daily entries on Peachtree Accounting software. 
· Reconciliation of bank statements. 
· Preparing bank deposits by compiling data, verifying and balancing receipts, and sending cash, cheques, or other payments to the bank. 
· Maintenance of cash book register and journal ledger. 
· Maintenance of accounts receivable and follow up with clients. 
· Verification and payments of petty cash expenses on daily basis. 
· Review cash and bank payment vouchers to the vendors, contractors and service providers and tracking all advances to employees/vendors. 
· Preparing, checking and posting monthly payroll and ensure its effective and accurate distribution to all staff. 
· Maintenance of employees files for the purpose of admin record. 
· Ensure all backup documentation is properly organized and filed for complete transparency and audit purposes. 
· Submit monthly online general sales tax and review deduction of income tax at source i.e. salaries, vendors, contractors and service providers and make sure that deducted taxes are timely deposited in the government treasury. 
KEY SKILLS AND COMPETENCIES
· Able to perform multiple tasks in available time. 
· Coordination with multiple depts. (e.g. Sales, Service, Store) 
· Concise, Self-motivated 
· Efficient communication with colleagues & clients at work place. 
ACADEMIC QUALIFICATIONS
	Master of Business Administration (MBA- Finance)
	2009 – 2010

	National University of Modern Languages (NUML),
	

	H-9, Islamabad, Pakistan
	

	(CGPA – 3.33)
	

	Bachelor of Commerce (B.COM)
	2005 – 2007

	F. G. College of Commerce, H-8/4, Islamabad, Pakistan
	

	(Punjab University Lahore)
	

	Higher Secondary School Certificate
	2003 – 2005

	F.G. College for Men F-10/4, Islamabad, Pakistan
	

	Secondary School Certificate
	2001 – 2003

	F. G. Boys Model School, G-8/4, Islamabad, Pakistan
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