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Junaib                        
Email: junaib.370353@2freemail.com 

Visa Status: Visit Visa
Experience:
Worked at Indus College and School (Non-Government Organization)
Worked as an Accountant from Dec 2014 to Mar 2017

Worked at Atlas Honda Limited Company


Worked as an Saler Cum Accountant from June 2013 to Aug 2014

 Main Responsibilities:
· Review / Preparation of daily Journal Vouchers for all expenses with all supporting documents.

· Checking / Reviewing of Journal Vouchers for correctness and proper approval.

· Reviewing / Preparing Bank Reconciliation 

· Keeping up to date record of all accounting transaction

· Prepares purchase orders by verifying specifications and price; obtaining recommendations from suppliers for substitute items; obtaining approval from requisitioning department.

· Obtains purchased items by forwarding orders to suppliers; monitoring and expediting orders.

· Verifies receipt of items by comparing items received to items ordered; resolves shipments in error with suppliers.

· Keeps information accessible by sorting and filing documents
Achievements:

· Handling and full Command on maintaining  accounting Books, maintaining cash & bank, etc.
· Easily handle inventory, requisition, purchasing, receipts issues & received.
·  Handling with ease Computerized Accounting system Quick Book & Tally (ERP).
· Coordinating office activities and operations to secure efficiency and compliance to company policies
· Also maintaining relationships with key Management & Clients.
Main Responsibilities 
· Maintaining customer relationships
· Finding ways to ensure efficiency of sales operations
· Analyze data to find the most efficient sales methods
· Meet with customers to address concerns and provide solutions
· Discover sales opportunities through consumer research
· Present products and services to prospective customers
· Participate in industry or promotional events (e.g. trade shows) to cultivate customer relationships
· Prepare and submit reports to the Sales Director
Education:
Degree
 / Certificate



Institute
                         Year of Passing
HSSc         


 Government Post Graduate College Bannu
                     2014-2016


SSc

                  
   Higher Secondary School Nurar Bannu

        2012-2014
Ms Office


   
Virtual University Peshawar

        2013-2014
AutoCAD



Virtual University Peshawar

        2013-2014

Computer skills:
· Microsoft Office 2007
· Tally ERP 9 and Peachtree Sage
· Typing speed (30 WPM)

Other Skills:
· Corporate Finance & Accounting                
· Management Accounting 
· Internal Audit 
· Operation, Strategies and Risk Management
Personal Details:
· Date of Birth:           2nd  April 1998
· Nationality:              Pakistani
· Language Known:   English, Urdu, Hindi and Pashto
· Marital status:         Single
· Religion:                   Islam

· Notice Period:          Immediately available 

