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IRFAN ZAFAR                                                                                 
# Chak No: 44-SB Tehsil & District SGD
Present Address:- 153 B&C,Bank Road Saddar,
 Near Metro Station Rawalpindi.

Mobile# +92 300 079 7985
+92 347 117 1729
E-mail: irfanzafar953@gmail.com 
Value Addition Statement
			
“All the studies and documents are scrap unless packed into power”, so motive is learning through an active action to buy the time and space, not only for me but also for the team I am working with, to meet the desired goals because all those Individuals, Companies and Nations who change, modify and control time and space, always rule the world.”

CAREER OBJECTIVE:
My object is to leverage my experience while continuing to be challenged. I feel it is crucial to demonstrate the importance of my job duties and expectation.
EDUCATION:
M. Com
University of Sargodha
B. Com
University of the Punjab, Lahore
I.Com
Sargodha B o a r d
[bookmark: _GoBack]Matric
Sargodha B o a r d

SELF-ANALYSIS:	I consider myself as a skilful and resourceful person with excellent communication and leadership skills. Able to achieve highly productive results within rigorous technical and time bound standards at any level of responsibility, able to handle pressure effectively eager to apply knowledge and talent to explore additional areas of specialization. I am a self-starter and can work independent and as well in a team.
Management Experience:
Currently working at KIPS Education System as Admin & Account Officer
ACCOUNTS EXECUTIVE 
· Working in Accounts Department.
· Responsible for all aspects of accounting (accounts payable, accounts receivable, billing, 
General ledger entries, bank reconciliation, credit card expense report reconciliation, cash applications, collections, and payroll).
· Monthly & Annual Revenue Reconciliation.
· Prepare monthly, quarterly, and annual financial statements, bank reports, and various detailed analysis reports 
· Responsible for delivering timely and accurate financial processing, month end close, cash
Management reports and balance sheet reconciliation
· Verification Checked & Post Oracle Entries.
· Preparation of invoices and receivables management.
· Banking operations (Bank Dealing etc)
· Preparation of workings for final settlement of retiring employees.
· Work as an internal auditor for the company to support the external auditor.
· Responsible for handling petty cash for different admin related matters
· Maintain employee vacation records.
· Process new customer credit references and assign credit limits and terms.
· Meet with the various agencies, on an annual basis, that maintain the benefit programs and review
Costs and benefits.
· Preparation  Inventory Reports (Stock)
· Process payroll using a payroll service
· Oversee employee payroll accounting, transactions and reporting activities.
· Assist in payroll calculations, deductions, insurance coverage, wage garnishments, tax filings, and child support.


Skills & Tools                                                                                                              
Good command on Oracle Forms Services Accounting Software,QuickBook & ERP (Enterprise Resource Planning
· MS Office (word, Excel, Power point, Inpage)
· Well organized and vision oriented.
· Self-motivated attitude to move ahead and learn.
· Cooperative with strong ability of leadership and ability to work as a team member.
· Balancing behaviour [Between Logic & Emotions].
· Multi tasks
· Brain storming to find out the logical end of issues.

REFERENCE:   		  References will be furnished upon request.
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