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An open minded, Professional with 7 Years of Accounts Experience, competent, resourceful and efficient person with experience of accounts proficient with both computerized and manual systems. Punctual, reliable and methodical, good at handling a variety of tasks efficiently, with a strong aptitude for organization and administration, used to prioritizing a demanding workload under pressure. To be a part of an organization which will utilize my competencies and professional skills to achieve the objectives of that organization.

Company name:          TRISTAR TRANSPORT  LLC

      Designation:                Accountant General
      Duration:                      Dec 2015 to Continue
      Job descriptions:





· Accounts Receivable & Reporting.
· Accounts Payable & Reporting.
· Reconciliation of Payable & Receivable & Reporting.

· Prepare Suppliers payment on time.

· Monitor Suppliers & Customer ageing for payment status.

· Recording all transaction.

· Journal vouchers.

· Cash payment vouchers.

· Cash Receipt vouchers.

· Bank Payment vouchers.

· Bank Receipt vouchers.

· Prepare Monthly Bank Reconciliation Statement.
· Maintain Trial Balance.

· Profit & Loss Statement, reporting to finance Manager.
      Company name:          BEST FOOD COMPANY LLC 
      Designation:                Accountant General
      Duration:                      May 2013 to Dec 2015
      Job descriptions:





· Accounts Receivable.
· Monitoring Ageing status of outstanding to avoid overdue.
· Follow customers to prepare payment within credit period.
· Monitor credit terms and agreement of customers to ensure payment on time.

· Reconciliation of receivables to avoid any deduction by customers.
· Accounts Payable.

· Reconciliation of Payable.

· Prepare Suppliers payment on time.

· Monitor Suppliers ageing for payment status.

· Recording all transaction.

· Journal vouchers.

· Cash payment vouchers.

· Cash Receipt vouchers.

· Bank Payment vouchers.

· Bank Receipt vouchers.

· Prepare Monthly Bank Reconciliation Statement.
· Petty Expense controlling.

· Maintain Trial Balance.

· Warehouse Stock Controlling.

· Monthly stocktaking of Warehouse.

· Weekly stocktaking of delivery vans.

· Controlling office stationary.
· Preparing and taking responsibility on balance confirmation and statement reconciliation with suppliers & Customers.
· Can handle all the business works and multi task works as per managers requirements.
      Company name:          BELHASA GROUP
      Designation:                Accountant
      Duration:                      March 2011 to April 2013
      Job descriptions:





· Recording of transactions held in organization.

· Maintain Journal.

· Maintain  company Ledgers and report to manager.

· Maintain Company Trial balance.

· Cash handling and daily cash closing.

· Prepares the schedule of Cash on hand, petty cash and change fund

· Invoice controlling and send invoice to destination companies.

· Maintain Vendor Ledger and reporting to manager.

· Maintain Customer Ledger and report them for receivables.

· Deal in cash and bank payments.

· Deal in cash and bank receipts.
· Preparation of Monthly expense Statement.

· Monitors the ageing status of outstanding invoices.

· Systematic and accurate posting of invoice details on the control file and ensures no double billing.
· Compares the payroll sheet against the log sheet to ensure accuracy of pay slip of Third Party Agency.

· Detailed checking of transportation report against the Daily time record.

· Reconciliation of bank statement.

· Account receivable reports.

· Prepares monthly Bank Reconciliation.

· Prepares the schedule and check monthly accounts receivable.
· Maintain initial control on Customers credit terms and provide list of outstanding balances due for collection on monthly basis.
· Monitoring pre-payment advances to suppliers and post dated cheques 

· for all kind of payments and tranfer.           

· Preparing and taking responsibility on balance confirmation and statement reconciliation with suppliers.
· Dealing financial transaction with clients.
· Preparing purchase orders.

· Making a list of fast moving items that needs to be order.
· Responsible in reporting of all damaged items and returning it to the supplier.
· Responsible for receiving new delivered outright items.
· Can handle all the business works and multi task works as per managers requirements.
· Preparing the company monthly payroll at the end of month for each each salaried person.
      Company name:          Art Techniques (pvt) Ltd
      Designation:                Assistant Accountant
      Duration:                      January 2008 to December 2010

      Job descriptions:




· Cash handling and daily cash closing.
· Prepares the schedule of Cash on hand, petty cash and change fund

· Invoice controlling and send invoice to destination companies.

· Maintain Vendor Ledger and reporting to manager.
· Maintain Customer Ledger and report them for receivables.

· Deal in cash and bank payments.

· Deal in cash and bank receipts.
· Preparation of Monthly expense Statement.
· Ageing status of outstanding invoices.
· Reconciliation of bank statement.
· Account receivable reports.

· Prepares monthly Bank Reconciliation.

· Prepares the schedule and check monthly accounts receivable.
· Maintain initial control on Customers credit terms and provide list of outstanding balances due for collection on monthly basis.
· Monitoring pre-payment advances to suppliers and post dated cheques 

· for all kind of payments and tranfer.           

· Preparing purchase orders.

· Making a list of fast moving items that needs to be order.
· Responsible in reporting of all damaged items and returning it to the supplier.
· Responsible for receiving new delivered outright items.
· Finalizing company payroll after HR process. 
   

· B.com (Bachelor in Commerce),                
  

            
Punjab University, Pakistan
· Intermediate      
      
  
 
                                   
Board of intermediate & secondary education Lahore, Pakistan   
· Secondary School Certified (Science)                                               
                 Board of intermediate & secondary education Lahore, Pakistan

· Dedicated to job assignments and result oriented. 

· Good analytical skills and well focus even under pressure

· Quick learner, competent and well-experienced in handling responsibilities.

· Tally 9 Accounting software

· Peachtree Accounting software
· Oracle Accounting Software

· ERP Accounting Software
· Microsoft Excel

· Microsoft word

· Microsoft Power point

Date of Birth   :              24-Dec-1984
Marital Status: 
   Married
Nationality:

   Pakistani

Declaration:
I, hereby declare that the above written particulars are true to the best of my knowledge and belief.
Applicant Signature:

                                __________________________________
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