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  C.V

Abdul Wajid S/O Muha   mmad Zaman
Personal Information
Domicile:-………………………………………………………………………...Khyber Pakhtunkhwa

CNIC:-……………………………………………………………………………….17301-1371226-3

Date of Birth:-…………………………………………………………………..05-02-19980

Languages:-……………………………………………………………...........Pashto, Urdu, English

Contact No.:- ……………………………………………………………0333-9292915, 0300-8588430

E. mail:-…………………………………………………………………….abdulwajid661@gmail.com


Academic Record

	                    S. No.
	
Degree/ Certificate
	Year
	                                               Board /University

	1.
	MA Education
	2021
	Sarhad University Peshawar

	2.
	MBA (Finance)
	2005
	Qurtuba University Peshawar

	3.
	B.Com
	2001
	Peshawar University

	4.
	D.Com
	1998
	Board of Technical Education Peshawar

	5.
	S.S.C
	1996
	Board of Intermediate & Secondary Education Peshawar


Practical training at C.A Firm

Two years practical training in Accounts, Auditing and Taxation at M/S Shahid Sami & Co. Chartered Accountants ( Member of Alliot Group International U.K). 

Conducted audits of various Organizations including private limited companies, Govt., autonomous and semi-autonomous entities.

Computer Skills

Good skills in MS Office, Internet & have worked in Accounting Software like Quick Book, Peach Tree  in different Organizations.

Job Experience

Diversified practical experience of Nineteen years  as follows:

1.   Accounts Assistant (BPS-14) at Basic Education Community Schools 
(BECS) from February 22, 2010 to December 31, 2021. 

1.    Responsibilities as Accounts Assistant
· Assist in maintaining of accounts of the office.

· Preparation of monthly bank reconciliation statements of banks.

· Assist in staff and teachers salary.

· Assist in preparation of monthly and annual financial reports.

· Preparation and disbursement of staff and teacher salaries.

· Assist in dealing with Govt. offices for Utility bills and other correspondence. 

· Any special assignment from Director Regional Office or Head Office Islamabad.

2.   Accounts Officer at Legacy Pharmaceutical (Pvt.) Ltd from April 2009 to 21st February, 2010.
 Main Role and Responsibilities as Finance Officer
· Preparation of daily vouchers.

· Preparation of monthly bank reconciliation statements of banks.

· Preparation and disbursement of monthly staff salaries.

· Dealing with suppliers and customers.

· Coordinating and processing  purchase demands.

· Product costing.

· Maintaining Staff ESSI and EOBI record.

· Maintaining staff personal Files.

· Maintaining office building and equipment in good condition.

· Coordinating Annual Audit.

· Any other task assigned by the Director.

3.   Accounts Officer at Zardozi (Previously DACCAR)   a Non-Governmental Organization from November, 2006 to 14th June 2008.

Main Role and Responsibilities as Accountant

· Preparing of vouchers.

· Handling different currencies and camp supervisors (i.e. US $, Afghani Rupee and Pak Rupee).

· Maintaining of financial record in accounting software Quick book.

·  Preparing   monthly bank reconciliation statement.

· Preparing monthly staff salaries.

· Preparing monthly trial Balance.

· Preparing different types of reports for management and donor agencies.

· Coordinating annual audit of the Organization.

· Any other task assigned by Managing Director.

4.   Accounts  at Qurtuba Education System Peshawar   a Private Organization from 10th September, 2003 to 20th, November, 2006.

 Main Role and Responsibilities as Account Officer

· Maintaining office building construction record.

· Maintaining vehicles repair and fuel expenses record.

· Ensuring collection of different utility bills of college, hostel and deposit them in time.  

· Preparing vouchers of daily transaction.

· Maintaining of financial record in accounting software.

·  Preparing   monthly bank reconciliation statement.

· Preparing monthly staff salaries.

· Preparing monthly trial Balance of College.

· Preparing different types of reports for management.

· Coordinating annual audit of the Organization.

· Any other task assigned by Director Finance.

· Keep check on college vehicles repair and maintenance record

5. Assistant Accountant from 17th June, 2002 to 10th September, 2003 at Prime Star Industries (Pvt.) Limited ISO 9001 certified PVC pipes manufacturing Industry. 

 
Main Role and Responsibilities as Accountant

· Preparing JVs, cash and bank payment vouchers.

· Maintaining Cash Book and Bank Book.

· Maintaining Subsidiary ledgers.

· Preparing monthly bank reconciliation statement.

· Preparing monthly trial Balance.

· Preparing staff salary.

· Assisting Sale Manager in maintain record and recoveries.

· Preparing Sale Invoices.

· Cross reconciliation of debtors ledgers, send invoices and collection of cash and cheques.

· Assist Sale Tax Officer in different types of calculation

· Receipt and dispatch of letters

· Any Other Task assigned by Finance Manager.
