DANISH IJAZ
BharaKau, Islamabad       | dijaz2675@gmail.com     |      0334-5199859

SUMMARY
Detail-oriented Business Graduate with professional experience in accounting, financial management, and administrative operations. Currently working as an Account Officer at Willing Ways Pakistan, responsible for billing, payments processing, financial reporting, record keeping, and coordination of administrative activities. Demonstrates a strong understanding of business operations, data accuracy, compliance, and documentation, with effective communication and organizational skills to support smooth operational workflows.

WORK EXPERIENCE

Willing Ways Pakistan, Islamabad Accounts Officer

July 2025 - Present

· Prepare accurate patient billing and communicate payment details to families.
· Process payments, manage petty cash, and maintain daily financial reconciliations.
· Maintain complete financial documentation including cash book, vouchers, receipts, and ledgers.
· Track staff attendance, login, and logout times
· Prepare monthly revenue reports and profit & loss statements.
· Securely manage and record patients’ valuables in accordance with organizational policy.
· Track cafeteria purchases and prepare monthly staff food bill summaries.
· Prepare BRS at the end of the Month.
· Prepare Pay Slip For Employees If Needed.
· Coordinate With Bank If Needed.
· Maintain Cash Book For BRS and Calculated Monthly Revenue
· Prepare monthly salary sheets and coordinate with Head Accountant.
· Distribute salary cheques and collect signed receipts from staff for record keeping.
· Draft staff increments and forward for approval.
· Assist in administrative coordination to support daily operational workflow.

Askari Bank Limited
 Intern
· Assisted in Account Opening
· Clearing
· Filing
· Maintenance Of Accounts
· Create Account In Bank Software
· Prepare C-Link For New Account Opening
· Biometric Verification

Certification

Advance CNC
· National Training Bureau, NTB Islamabad

Quick Books
· Digi Skills Online

July 2024- Aug 2024





EDUCATION
Bachelors of Business Administration
Barani Institute of Management Sciences Affiliated With PMAS Arid Agriculture University, Rawalpindi
· 3.04/4.0 GPA


[bookmark: _GoBack]Diploma in Mechanical Technology
Government College of Technology, Taxila
· 2200/3450

Matriculation
As a Private Candidate
· 505/1050

SKILLS
· Accounting & Billing Management
· Financial Reporting & Analysis
· Payroll Processing & Salary Sheet Preparation
· Petty Cash & Cash Book Management
· Administrative Coordination & Documentation
· Data Entry & Record Verification
· Microsoft Office Suite (Excel, Word, PowerPoint)
· Accounting Software (Quick Book, ERP Software)
