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AUDITOR/ACCOUNTANT/HR EXCECUTIVE



ABOUT ME 
My proficiency in utilizing accounting software, coupled with my commitment to staying abreast of industry regulations, enables me to maintain precise & up-to-date financial records. I thrive in collaborative environments, working seamlessly with cross-functional teams to streamline financial operations and enhance overall business performance.

LANGUAGES 
· English
· Urdu
· Punjabi

CONTACT 
[image: ]  Khayaban Sir Syed, Rawalpindi
[image: ] +92 333 2870830 / +92 333 0141424

[image: ]tamour.saeedje@gmail.com


EDUCATION



  On Going 
 2005 - 2007
2003 - 2005

2000 - 2002

M.I.T
Virtual University of Pakistan

B.COM
Gov, College of Commerce, Rawalpindi

D.COM
Gov, College of Commerce, Rawalpindi

SSC
International Public School, Rawalpindi



WORK EXPERIENCE








1.5 Years
Waves Plus
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Auditor
Duties & Responsibilities:
· Evaluate and identify the high risky company branches and to plan their audit accordingly.
· Identify loopholes and to recommend risk aversion measures to save cost.
· Analyze and asses the company stocks and fix assets, and to treat them according to the company directives.
· Present findings and observations to upper management in the form of report and presentation.
· Schedule surprise branch visit to ensure the compliance as per the company policy.
· Timely inform the upper management about of fraudulent or fake sale to customer.
· Instantly report to upper management any kind of corruption and cash embezzlement committed by company staff which may cause the company into financial distress.
· Prepare and present report that reflect audit's results and document process.


01 Year
EMCPL/SINGER PAK LTD
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AREA ACCOUNTANT
Duties & Responsibilities:
· Maintain accurate and up-to-date financial records.
· Reconcile bank statements and other financial statements.
· Monitor and manage accounts payable and accounts receivable.
· Monitor budgetary performance.
· Provide necessary documentation and explanations during audits.
· Bank Slips Approvals
· Expense Approvals
· Ensure Area Attendance
· Ensure to Address the 100% I.T Related Issues
· Ensure Timely Cash Books Close
· Ensure Monthly Stock Count - MGT Dash Board



10 Years
Singer Pakistan Ltd
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3 Years
Singer Pakistan Ltd
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I.T Support Officer
Duties & Responsibilities:
· Prepare plan for implementation of company Erp.
· Support field Staff In Erp System 
· Troubleshooting day to day Errors
· Conducting Training In different area
· Managing and planning training for newly appointed staff
· Maintain hardware and software of assigned area.
HR Executive
Duties & Responsibilities:
· Hiring and Recruitment.
· Create Compelling Job Descriptions.
· Develop Employee Retention Strategies.
· Streamline Event Planning and Scheduling.
· Ensure Compliance with rules and regulations.
· Training of Newly Appointed Employee as Per Companies SOPs.
 





SOFTWARE SKILLS



MS OFFICE

IFS/SIS

SIMS

 Software for Whole sale and Retail Business	 Software for Whole sale and Retail Business


HOBBIES


· Cricket
· Badminton
· Designing
· Studying new Books
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