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E-Mail:
shahzad.368942@2freemail.com 
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Personal Information:-

Visa Status                          Visit Visa (Expire on 28th Jul 2017)
Date of Birth


08-01-1992

Marital Status


Single 

Nationality


Pakistani

Religion


Islam
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  Academic Record:-  (All the Documents are Attested )
	Degree
	Major
	Year
	Board

	Graduation

(commerce)
	Financial & Cost Accounting, Statistics
	2013
	The University Of Punjab, LAHORE

	Intermediate

   (commerce) 
	Accounting,

Math/Statistics
	2011
	Board of Intermediate & Secondary Education, FAISALABAD

	Matriculation

   (Science)
	Science
	2009
	Board of Intermediate & Secondary Education, FAISALABAD
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Computer Skills:-
· Highly skilled in MS Word, Excel, Power Point, Graphics Designing, and Internet.

· Having great skill to understand accounts software as  Tally, Oracle, Peachtree
Sap, Quickbooks.
· Good hand on , Tally, Oracle ERPs, Peachtree and QuickBooks.
· Very good Typing Speed.
       Can easily understand/Operate any software application.

Professional Skills:-

· Ability to accomplish any challenging jobs and achievement of goals assigned by management. Hitting targets and making strategies to improve the business.
· Strong communication and good office skill included operating computer software

·  Team player, managerial and strong leadership skill, ability to take initiative and have potential for the repaid career progression.

Professional experinece:
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                 Nimra Textile Pvt Ltd      ( ISO certified company )
       Accountant
Responsibilities:
· Prepare all types of vouchers.
· Create the invoice.

· Prepare the journal entries and GL accounts.

· Manage the petty cash, sales invoices, AR/AP and others statement.

· Maintain the expenditure accounts.

· Reconciliation of bank statements.

· Prepare regular reports and summaries of accounting activities.
· Raise invoices immediately after completion of job and ensure the same is           delivered on time To the correct person.
· Maintain the financial statements.

· Maintain the accounts of all clients and monthly PDC.
· Establishing new and maintaining existing relationships with customers. 

· Preparing reports for head.

· To make purchase orders of require material.

· Follow up the supplier for material delivery and invoices.

· Follow up PDC, payments, quality and quantity of delivered material.

· Maintain supplier history with internal grading system.

·  Maintain good relationship with suppliers on behalf of my company.

· Feeding of All shipping lines documents.
· Feeding of export documents, loan from banks, negotiations, realizations 

And recorded/adjusted advances from customers, L./C documents, 
· Feeding the commercial invoices and export base invoices.
· Deducted the tax from the parties and feeding tax challan in the systems.
· Reconcile the All payable ledger at the End of Each Month.
· Prepare cheques and bank payment vouchers for payment to parties.
	Professional Training                                        
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                  Nimra Textile Pvt Ltd                  (ISO certified company)                              
Trainee (Account assistant)
· To assist Manager of Accounts. 
· Prepare the journal entries and GL accounts.
· Supervision and detailed review of financial statements to report thereon.

· Office Management and Subordinate staff.

· Preparation of reports for senior level management.

· Dealing with the clients and fulfilling their needs on a timely basis. 
Language:-
· English, Urdu, Hindi, Punjabi
Interests:-
· Cricket, Study, Internet Browsing etc.  

Reference :-
· Will be provided on demand[image: image3.png]
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