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ACADEMICS 

Chartered Institute of Management Accountants (CIMA) Part Qualified (7 papers passed out of 14).
M.B.A (Finance) CGPA 3.62/4 from FUUAS&T, Islamabad in 2006.
B.Com First Division from Punjab University in 2001.
Computer Skills: Proficient in Excel, Word & PowerPoint, internet and e-mail.

BREIF PROFILE
I am an MBA (finance) Degree holder and a professional Accountant. I did my B.Com from Punjab University in 2001, I have a pleasant personality with good inter-personal skills and can communicate quite well in Urdu, English and Punjabi. I have good command on Microsoft office (Excel, word, PowerPoint and Internet explorer) I have more than 7 years of wide range of experience in accounts and management field.

In my professional experience I use to deal with Banks, Debtors, Creditors, Customers and books of accounts.
I have been working in Steel Mills, Commercial legal Group of professionals and Restaurants. 
AREAS OF INTEREST ARE AND SKILLS.
Accounts, Finance and Management.
 I have multidimensional skills that include:
· Excellent Communication and Report Writing Skills.
· Excellent Time management skills.
· Excellent financial reporting.

· Really good in public dealing.
· Efficient work in under-pressure.
· Target and goal with in specific time limit.
Owing to my accommodative nature and friendly attitude, I can adjust myself in almost every working environment. I am a very good learner that enables me to pick and adopt things quite comfortably and I believe in making a difference and making my presence felt. I am an excellent team worker as well as individual result oriented. I believe in honesty with my employer organization and sincerity with my work. To these, I consider core professional values. Above all, I know my weaknesses and have capacity to bear positive criticism. 

COURSES, WORKSHOPS AND TRAINING:
· Training of Peachtree accounting software. 
· One Day Workshop of ISO certification.

· 8 weeks Training of “Data Entry Operator “from COMSATS Institute of information and Technology Islamabad.

· “Diploma in Information Technology “from JIIT Jahor institute of information Technology.      
· “Diploma in E-Commerce” from JIIT Jahor institute of information Technology. Pakistan      

PROFESSIONAL EXPERIENCE:
1:-        ITC Logistic Private Limited (Sep 2021 till today) Islamabad, Pakistan.

Assistant Manager Accounts & Taxation
· Bank reconciliation on monthly basis.
· Sales Tax Working and submission of Sale Tax Return on Portal.

· Sale tax working and dealing with FBR, KPRA, PRA, SRB , BRA ,

· Audit workings and play a vital role with External Auditor 

· Preparation of Statement of Comprehensive Income.

· Preparation of Statement of Financial Position.

· Audit of Daily cash record for payments and receipts.

· Payroll supervision.

· Check and balance day to day activities of subordinates staff and assign task
2:-        MIZ Re Rolling Steel Mills (May 2009 till Sep 2021) Islamabad, Pakistan.
Senior Admin & Accounts Officer
· Day to day journal entry, Cash book, Ledger and routine check up of accounts. 

· Bank dealing receipts, payments, pay orders and any other bank related work.
· Customer dealing, staff duty management , 

· Supervision of staff attendance, leave management of all staff.

· Coordination with management regarding staff hiring and check and balance on their responsibilities.
· Resolves day to day activities of maintenance like telephone exchange, UPS, Broadband issues with efficient.
· Bank reconciliation on monthly basis.
· Preparation of Statement of Comprehensive Income.

· Preparation of Statement of Financial Position.
· Audit of Daily cash record for payments and receipts.

· Payroll preparation. 

· Stock evaluation on monthly basis.

· Dealing in income tax matters with our professional tax advocate.

· Day to day quotation and invoice to our suppliers.

· All type of communication to supplier and customer regarding payment, receipts and any other issues.

· Daily report of suppliers and customers to CEO.

· Drafting monthly reports, annual report, review and comments on various financial reports, evaluation reports, data collection through the input entered by different department processing of it and then developing quantitative and narrative reports on the basis of this data is the regular duty of my job.

3:-      Commercial legal Groups (January 2007 to February 2009) Birmingham,        United Kingdom.

Assistant Accountant
· Day to day journal entry, Cash book, Ledger
· Bank dealing for receipts, payments
· Bills to clients.

· Weekly meeting with CEO regarding receivables.
· File update of customers. 

· Updated computerized customers records with soft copies of their letters.
4:- 
Ittehad Steel Re Rolling Mills and Cinnamon Restaurant. Café (February 2002 to June 2006) Islamabad, Pakistan.
Accounts and Administration officer

· Day to day journal entry, Cash book, Ledger.
· Petty cash handling.

· All paper work of event organized by restaurant. 
· Bank dealing receipts and payments.
· Bank reconciliation on monthly basis.

· Customers dealing 

· Audit of Daily cash record for payments and receipts.

· Payroll preparation. 

· Stock evaluation on monthly basis.

· Dealing in income tax matters with our professional tax advocate.

· Day to day quotations and invoices to our suppliers and customers.

· All type of communication to suppliers and customers regarding payments, receipts and any other issues.

· Daily reports of suppliers and customers to CEO.

PERSONAL:
Date of Birth: December 01, 1980 

Nationality:  Pakistani 

Marital Status: Married 

Languages: English, Urdu and Punjabi
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