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Muhammad 
shafiq 

 

Email:shafiq.m1998@gmail.com

PermanentAdd:

Post Add:

Cell No: 

Stat. Double

Age: 23 

Nationality

:

Looking for a position in a reputable industry to work in a highly

motivating and challenging environment that provides me the best

opportunities to enhance and develop my skills to work as a part of a

team as well as in individual capacity with aim of achieving the

organization goals in short term and long term. 

Dedicated to continuous improvement and building career foundation.

Offers strong administrative,time management and multi tasking skills.

Skilled in helping modernize work place and maintaining high levels of

organization. Resourceful and personable with excellent multitasking

abilities. 

Exceptional understanding of improvement plans and QuickBooks. 

Soorkassno#01Bara Khyber Agency 

A.Salam Jan & Co Chartered Accountant 4th

Floor FC Trust Building −Peshawar, Pakistan 

03059385008 

Pakistani,Peshawar 

❖

 OBJECTIVE:



❖ Education:

❖ A.SalamJan&Co.(CharteredAccountant) :

ACCA
Financial
analyst 
B.s.c 

FS.C 

SSC 

2022 

2023

2016 

2014 

IncomeTaxAndSaleTax
Auditing
FinancialStatement’s 

PAC peshawer 

University of Peshawar 

Govt college of peshawer 

U.M.SAndCollege(PeshawarBoard) 

Designation:AssociateTrainee(December/2022totillHere). 
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OnlineVerificationInquiry 

FinalSettlement 
Conversion 

 
Ability to multitask and prioritize daily workload. 
Managing data bases and filing systems. 
Ability to manage internal and external correspondence. 
Excellent administration and computer skills. 
Possess excellent administration and communicationskills. 
Willingness to carryout administrative tasks. 

Prepare salary,utilitybills, sales,Goods Declaration,andotherschedules
for 

tax purposes. 
Prepare Bank summaries and identify accountheadsfortaxpurposes. 
Prepare tax computation and wealth statementsofclientsundersenior 
management supervision. 
Prepare audit reports and financial statement stopresentfindingsand 
recommend corrective actions. 

❖ WorkEXPERIENCE: 

❖ WorkDoneExperience: 
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 WorkingDifference 
Pharmachin 

BankBookSummary 
Vouchering 
ElectricityBill 

 DC’S 
GRN 
STOCKTAKING 
CASHCOUNT 
DPR 

 FinalReportWorking 
• Purchase and Sale Cycle 
• Review of procedure over sales order processing, physical dispatch of 

goods and matching of gate passes,salesorder,sale invoices,dispatch note 
 and remittance record. 
• Review of procedure for invoicing,receipts from customers and verification of 
the of invoices and receipts from customers. 
• Review of procedure of sending periodic customer statements to 
customers and follow up for chasing payment. 
• Review of account receivables reconciliation statement for authenticity, 
accuracy and reliability. 
• Review of procedure for purchase order preparation and approval, 
physical receipts of goods and matching of gate passes,purchase order, 
supplier’s invoices, supplier’s dispatch note and payment record. 
• Verify the receipts of goods from suppliers. 
• Review of procedure for analyzing periodic supplier’s statements 
• Review the account payables reconciliation statement for authenticity, 
accuracy and reliability. 
• Review of inventory management system 

❖ LEADERSHIPExperience: 

HamdardFactory:InternalAuditor 
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• Periodicsurprisestockcountofselecteditemsonregularbasisandfollow up. 

❖

❖

 Skills: 

 Hobbies: 
ReadingBooks
Cricket 

Self-Motivated 
DecisionMaking 
Computerskills 

MS.Excel,
MS.Word, 
MS.Presentation,

Excellentwritingandcommunicationskills,withexperiencecreatinghigh-quality
content .

ITSkills: OtherSkills: 
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