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OBJECTIVE       
· Goal oriented individual with leadership capabilities.

· Proven to work in Pressure with staff, volunteers and board of directors.

· Self motivated to continue self enrichment.

PERSONAL INFORMATION:-

	Date of Birth
	:
	09-Nov-1983

	
	
	

	
	
	

	Nationality
	:
	Pakistani

	Visa Status
	:
	Visit Visa

	Gender
	:
	Male

	
	
	

	
	
	


        Driving License


    :
    Pakistani
PROFESSIONAL EXPERIENCE:-

· Site Accountant
March,2009 to April,2011
Transporter & Contractors 
· Currently Working in Peachtree Accounting-2009 & Ms-Office(Excel, Word) 
· Manage the Banks Accounts & Reconcile it,..
· Management of cash and allied activities.
· Manage Customers Ledgers and collects their outstanding etc.
· Making Invoices to the Customers.
· Manage Vendor Ledgers.
· Prepare Payroll 
· Inventory Maintaining 
· Making Different Business Reports at the end of month/annual.  
· Store Keeper/Inventory Controller 
May,2007 to December,2008
Rising Sons- Contractor & Supplier

· Maintain Inventory in the Tally ERP.9 
· Manage the Issued and received items.
· Manage Vendor Ledgers 
· Filing and Documentation Control    
· Inventory Maintaining 
WORK DESCRIPTION:

          Key Responsibilities as Accountant:

· Planned and evaluated all accounting procedures and policies to ensure transactions are efficient/ effective, accounting is accurate and complete.

· Managed overall accounting operations including payables, receivables, monthly reconciliation.  

· Prepared & presented monthly, quarterly and annual reports, recommended improvements in organization’s accounting and management practices.

· Reconciled bank statements, cash accounts, accounts receivable and payable balances on a monthly basis.. 

· Analyzed general ledger accounts, processed transfers.

ACADEMIC QUALIFICATION

·     B.Com
                  September-2010
Allama Iqbal Open University. Islamabad - Pakistan
·  Manual and Computerized Bookkeeping and Accounting  ( One Year)   February  2009
Advanced Education Centre (Peachtree Accounting), Chakwal – Pakistan

·  Diploma Associate Engineer DAE (Computers Three Years)
                  August 2002
Askari Polytechnic Institute ,Wah Cantt - Pakistan


“2nd Division”

·   Matriculation (Physics, Biology, Chemistry, Math)
               July 1999
B.I.S.E. Rawalpindi, Pakistan


Grade "A"

COMPUTER & ACCOUNTING SKILLS 

	SKILL TITLE
	SKILL LEVEL

	Ms. Office (Excel,Word)
	Expert

	Peachtree Accounting
	Advanced

	Tally ERP.9
	Expert

	MS-Dos
	Intermediate

	Pro Show Gold
	Advanced

	Pro Show Producer
	Intermediate

	Adobe Photoshop
	Intermediate

	Picasa
	Advanced

	Adobe Premier
	Intermediate

	Swish
	Intermediate

	    Flex
	Expert

	Compupic Pro
	Intermediate

	OS-Xp-Windows-Win98-Win-Me etc…
	Expert

	Internet Browsing emailing
	Intermediate


OTHER SKILLS

	SKILL TITLE
	SKILL LEVEL

	AutoCAD Draftsman (2d & 3d)
	Expert

	Mechanical Draftsman  
	   Intermediate

	Spoken English Course 
	Intermediate


LANGUAGES
· English 
IELTS 5.0 Band
· Urdu
Conversational - Advanced

· Punjabi
Conversational - Intermediate

