Cover letter

E-mail address:
salman.375513@2freemail.com 
Respected Sir/Madam

I would like to submit my resume for your attention. I have a good fit between my interest and skills and your needs.

I have more than 4 years’ experience as a Senior Accountant/Admin officer. 

I am sure that I bring my expertise to your Organization through implementation of my grip on my professional Accounting skills. I am able to communicate in professional style with Management and Staff at all levels. I have command on Tally, Quick Book, Peachtree.
Thank you in advance to review my resume which is enclosed. I am looking forward to hear from your soon.

 I shall be waiting for positive feedback from your side.

Sincerely,

Salman 
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Area of Expertise

Accountant.
Document Controller.

Planning

Distribution

Administration

Staff recruitment

PERSONAL SKILLS

Work well under pressure.

Team player.

Quick Learner.

Excellent interpersonal skills.

Positive Attitude

Patient

Ability to motivate a Team

Problem solving

COMPUTER SKILLS

· Diploma in Office Management (Advance) Subject: Computer Science.

· Quick Book.

· Peachtree 

· Tally 

· Excellent Typing Speed.

· Windows 7, Windows 10
· MS-Office,

· Internet Browsing
ACADEMIC QUALIFICATIONS

· MSc(Accounting&Finance) CGP (3.40/4) (2011-2013)
(The University of Lahore)
· Bachelor of Commerce (2009-2011)
(Govt. College of Commerce

Sialkot)

	SALMAN 
Salman.375513@2freemail.com 
Objective
To achieve excellence in the organization by using acquired knowledge, intuition, creativity, team work and hard working abilities in accomplishing organizational goals as well as personal growth towards a successful career. Now looking forward to a making a significant contribution in a company that offers an opportunity for progression.

PROFESSIONAL EXPERIENCE 
Akbar Textiles, Sialkot  Pakistan

(Manufactured & Exporter of Sports Hosiery Goods)
Accountant & Export Manager June 2014 to December 2017
Duties:
· Supervision of computerized accounting

· Procedural handling Of Accounts Receivable & Accounts Payable

· E-Filing of Income Tax & Sales Tax Statement & Returns

· Supervision of companies Sales Taxes refunds/claims

· Procedural handling regarding Audit Objections / Rectification

· Dealing with Banks & Suppliers / Buyers

· Financial statement and transaction that need to be documented reported and analyzed.

· Summarizing financial data for management

· Identify any accounting controls and standards that must be considered.
· Assist in budget preparation regarding production schedule and effective usage of material.

· Prepare all documents with related export
· Submit all documents online from webocc

Medical Transcription billing Company (MTBC) Islamabad Pakistan  
Billing Executive September 2013 To April 2014
Duties:
· Assume the responsibility of receiving and sorting incoming payments with attention to credibility

· Manage the status of accounts and balances and identify inconsistencies

· Issue and post bills, receipts and invoices

· Check the validity of debit accounts

· Update accounts receivable database with new accounts or missed payments

· Ensure all clients remain informed on their outstanding debts and deadlines

· Provide solutions to any relative problems of clients

· Write thorough reports on billing activity with clear and reliable data
· Dealing with American Insurance Companies

Accomplishments

Start a business and launching new products in Market. (Urban Textiles)
Thesis on Impact of information technology on Islamic banking sector of Pakistan
Financial Statement Analysis (Nestle, PSO)
I could ADD value to the existing business by using following skills:
· Ability to work confidently

· Highly customer oriented personality

· Written / verbal communication skills

· Effective interpersonal skills

Other Information

Date of Birth


September 02, 1991
Marital Status

            Single
Nationality                               Pakistani

Language                                English, Urdu
Reference will be furnished on demand


