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Muhammad Faed
mradawand2Hgmail.com
0E301-5821706

Police Trainmg Collepe Sihaia
Rawaipindi

Skills

CMS & Sudal Hyder Accouniing
Softaare

MS Office (Excel, Word)
Task & Time Management
Cuszomer Relanonshup Management
Payroll Manapemen

Fnancial Reportng

Proficiers m handiing all hbank-related
opeErabons

Experienced in assising annusl
audits and maintaining high accuracy
in fnancial recoeds tyough proper
documentation, venficaton, and
reconciliation processes.

Languages

Hendko, Punjabi, Urdu & English

e ]

Profile

DetEil-oriented Accourts Officer with extensive expeTience in managing
compehensive accounting operations. mcluding payroll, bank reconciliations, and
financial reporting. Adept &t ensurmg atouracy in financial rensachons and
mamianing thorough documemiaEon (o suppon sudid processes and mismial
COrHrois.

Education

Bachelor (Hons) in Business & Managemeni

2016

Studies
ICW UK (HEC Recognzed)

LCom

2013

RISE Lahore

Matncutation

2009

Abasen Pubic School £ Colege, Mansshra

Employment

Accounts Officer
The Unmneersity of Labore, Skans Education Pyt Lid £ SM Foods

Managng dafy accouniing operaiions including expenses, accounts
payabisireceivabie, and recomd updating o erswre accurate financisl recomds.
Performing monthly bank statement reconciliation and reviesing
discrepancies

Handing payroll operanons nolucing salary preparaion, deduchons, and
forwardmg finaizred paymoll i HR

Maintaining yearly salary sheets and monthly payroll documeniation

s Drafiing memorandums and managing official conespondence
& Managrng petty cosh, recepts. ceposis, chegue handling and barkang

procedures.

Pasiing vouch=rs, bank receipis, and pEYMEns vouchars in Accountng
sofware | e CMS and SIDAT HYDER

Cross-checking all accouning eniries and transaciions for acouracy
Prepanng monthly deficitsurpius sanalyss and financal reporfing
hMasniaining and reconciing ledpers with bank stal=menis

Maminining statement of Financial positicn on monthily, quarnzty & yearty
basis.

Prepanng manihiy and annual financal reports for mansgement

& Proading asssance 1o he memal & exsmal audil sams.
= Implementng and mondormg inismal controls 10 ensuie complance with

SCOOUTANG HaEndEEs And compary polices

AszEing in budpet preparation, forecasing. and vanance analysis 10 Suppon
financial planming

Ensurng timely processing and payment of ivolces 10 mantain strong
venodor relaiionships.

Collaboranng with cross-funcoonal i2ams 10 IMprove GCCoUnmng processes
and financial data accuracy



