
PROFESSIONALSUMMARY
Knowledgeable HR and accounting professional
bringing 02 years of experience in financial
operations,auditassistance,financialreporting
and accounting procedures and procurement.
Successful at revamping and strengthening
controls,reorganizing process and simplifying
procedurestomaximizeefficiencyandaccuracyof
accountingrecords.Adaptatmanagingbudgets,
payroll,invoicingandallothergeneralaccounting
functionsin diligentand qualitydriven manner.
Instrumentsinkeepingbusinessoperationsfully
compliantandworkingwithinbudgetaryguidelines.
Fastidiousintrackingallexpenseandreconciling
accounts

ABOUTME
Iam enthusiasticprofessional,whoenjoys

beingpartofaswellasleadingsuccessful
andproductiveteam.Iam quicktograsp
newideasand conceptsandto develop
innovativeandcreativesolutionsto
problems.Iam abletoworkwellonmyown
initiativeandcandemonstratethehigh
levelofmotivationrequiredtomeetthe
tightestofdeadlines.Evenundersignificant
pressure.Ipossessstrongabilitytoperform
effectively.

SKILLS
BalanceSheet,ledgerentries,Income
Statement.

AccountPayable.

AccountReceivable.
PayRoll

BankReconciliation

MSOffice(Word,Excel,PowerPoint)

Good team working and
interpersonalskills,withthe
abilitytocommunicate Data
Analysis

TimeManagement

DataEntry

AbdulSamad
PHONE:+92-302-2710266RESIDENCEHouseno:10streetno:10sectorB
Qayyumabad

NATIONALITY:PakistaniEMAIL:abdulsamadburio10@gmail.com

WORKEXPERIENCE

RealHumanWelfarefoundation

15june2020–present2020

Lookingafterthecompletesocialmediastrategyandmarketing
trustwithandwithinourcommunitytoamplifythebrandpresence

Buildateam ofdesigners,contentexpertsandcommunications
associatetohelpwiththerelevantcompanyoperations

JinnahPublicschoolandJinnahAcademy,HR/Accountant

Jan2019–Dec2019–Headoffice,Karachi

• Financialrecordsbydocumentingeachtransaction,andprocessing

• ToguidenewstudentsregardingAdmissionsandpoliciesmaintaining
schedules,providingtelephonesupport.

• Tohowselectcandidateaccordingtojobdesignation.

Al-MakkahPetrolpump(Pvt)-Accountant

Jan2016–May2018-Nousherwaferoz,Pakistan

• Documentsfinancialtransactionsbyenteringaccountinformation.

• Recommendsfinancialactionsbyanalyzingaccountingoptions.

• Summarizescurrentfinancialstatusbycollectinginformation;preparing
balancesheet,profitandlossstatement,andotherreports.

EDUCATION

IqraUniversity,MainCampus,Karachi,Pakistan

MasterofBusinessAdministration.

ShaheedBenazirBhuttoUniversity,Nawabshah,Pakistan

BachelorofBusinessAdministration(Banking&Finance) 2018

BoardofIntermediateEducation,Sukkur,Pakistan

IntermediatePre-engineering 2014

BoardofSecondaryEducation,Sukkur,Pakistan

MatriculationScience. 2012

Languages

English,Sindhi,Urdu(read,write&speak)
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