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	WORK EXPERIENCE SUMMARY 

	COMPANY
	DATE
	DESIGNATION

	RNN Pharmaceuticals
	May 2013 to Present
	Admin & Accounts Officer

	Pakistan Military Accounts Department
	2010 to 2012
	Junior Executive (Accounts)

	Zafar & Company
	2007 to 2010
	Computer Operation Technician


	ACADEMIC PROFILE 

	DEGREE
	PASSING YEAR
	GPA / DIVISION

	MBA – FINANCE
	2011
	3.03 / 1ST  Division

	B.COM
	2006
	1st  Division


	EMPLOYMENT DETAIL

	RNN PHARMACEUTICALS (Feb 2013 to Present) 1 year 6 months

	Job Description





       Title: Admin & Accounts Officer 

Responsible for recording, maintaining, and reconciling the financial obligations of the company under the supervision of Manager Finance. Manage the staff working in the store, in order to promote sales and distribution independently and smooth functioning of company operations. 
· Working with the manager finance in the production of the monthly management and financial accounts.

· Prepares journal entries for completion of the monthly financials.
· Ensure transactions are properly recorded and entered into the computerized accounting system.

· Ensure data is entered into the system.
· Prepare spreadsheets and compile data to support the management for business decisions.

· Administer all aspects of payroll.

· Business correspondence with insurance companies, corporate clients and management.

· Reconciliation and preparation of vouchers of the petty cash systems.

· Reconciles monthly bank statements and monitor controls of daily deposits and cash balances.

· Reconciles supplier and Customers statements on monthly basis

· To follow up with customers for in time recovery of debts.
· Establish and maintain supplier/customer accounts.
	

	

	PAKISTAN MILITARY ACCOUNTS DEPARTMENT (contractual) 2010 to 2012 (2 years)

	Job Description





    Title: Junior Executive (Accounts)
· Handling of payroll module of Oracle financial based (ERP) system of Pakistan Army officers, Junior Commissioned Officers and Civilians.
· In accounting module, responsible for booking, consolidation and verification of punching medium (payment vouchers) in government code heads.
· Carrying out reconciliation, rectification, correction of errors, omissions and amendments in payments.

	ZAFAR & COMPANY
	2007 to 2010 (3 years 2 months)

	Job Description




         Title: Computer Operation Technician

· Analyzes and resolves hardware/software/problems such as operational discrepancies, job aborts, and network issues. Refers problems to appropriate person when operators' best efforts cannot resolve. May occasionally develop spreadsheets to enhance efficiency.

· Data entry, compiling agreement of clients, filing and reporting to immediate boss.

	

	PROFESSIONAL SKILLS (SECONDARY QUALIFICATION)

	
	Oracle Financial R-12 system including module of (General Ledger, Accounts Receivable, Accounts Payable, Cash Management and Essential for implementers)

	Computerized Accounting & Office Automation
	· Certificate of excellence in Peachtree/Quick Book/Tally computerized Accounting for all modules.

· MS Office suite (Including latest version MS office 2013



	
	· Strong analytical, planning and organizational skills, team player, work in pressure.

· Microsoft Excel, Office Management/Filing Documentation, Petty Cash Management.

	
	

	PERSONAL VIEW


Nationality

:
Pakistani


Date of Birth

:
29th March 1983

Marital Status

:
Married
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