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CV NO: 1528794
 Objective:
 To work in a progressive and challenging environment as an Accountant   which provides ample opportunities for enhancing and using my creative, technical and professional skills towards the fulfillment of goal of the organization.
Professional Experience: (Retail)
2013 up to June 2015 Accounts assistant:    (2.5 years) 
Bostan International Islamabad Pakistan
ROLES & Responsibilities:
· Responsible for updating the Accounting System.

· Ensure invoices are raised and posted accurately and in a timely manner.

· Obtain authorization from appropriate person for all purchase invoices.

· Where any discrepancies arise with sales and purchase Invoices, raise this with the Financial Accountant in order that a timely resolution can be identified.

· Process payment runs to suppliers based on invoices approved for payment by the Financial Accountant.

· Responsible for petty cash including maintenance of petty cash records and completion of cash reconciliation at each month end.

· Banking of cheques and cash received. 

· Regularly review debtors to ensure credit control procedures are implemented

· Carry out credit checks on new clients.

· Checks expenses and receipts to ensure they are accurately recorded and supporting documents is adequate.

· Prepare monthly salaries sheets.

· Ensure the Trial Balance is up to date at each month and prepare relevant reports for review by the Financial Accountant.

· Prepare the monthly Bank reconciliation for review by the Financial Accountant.

· Assist the Financial Accountant in preparing the Year-end audit file to ensure that all information is ready and available in time for the Statutory Audit. 
PROFESSIONAL QUALIFICATION:
ACCA June 2012 Skans School of Accountancy Islamabad, Pakistan
Intermediate (FSC), 2003 Tameer-e-Nau Public College Quetta Pakistan                                                                                        
Matriculation, 2001 Helper Public School Quetta Pakistan                                                                                                            
Computer knowledge:
· Computer literate with sufficient knowledge and experience in using MS. Word, Excel, Outlook, Power Point, Access, Internet, Window XP. Electronic mailing and computer troubleshooting.
Special Skill:
· Professional with pleasant personality.
· Good Communication and Correspondence Skills.

· Hardworking and enjoys taking up new challenges.

· Able to work under pressure condition with high efficiency.

· Fluent in four (4) Languages.
Language Proficiency:    

· English

· Hindi 

· Urdu

· Pashto
Personal Information:


· Date of Birth

                01 January 1985
· Nationality                                         Pakistani
· Visa Status


                Visit visa
· Religion                                             Islam

· Marital Status
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