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21/01/1979
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61101-1978478-3

Pakistani

Male & Islam

Married

McGhourish@hotmail.co.uk
+ 92 333-5696402; + 92 332 4960754


PROFILE:

INTERESTED FOR: Managerial Hiring, Accounts Officer, Accountant


OBJECTIVES:

Aiming to grow myself as a sound professional in the field of Administration, Accountancy & Finance. Looking to explore my true potential by integrating my practical and academic Knowledge within a dynamic professional environment. I am team-player, honest, truly professional, reliable, task oriented & accepts challenges. I am a good communicator, well established both in my written & IT skills.


ACADEMIC QUALIFICATIONS:

2009
Certificate-in-Business-Administration


Victoria College, London (UK).

2006
Masters in Business Administration – Finance 

AIOU, Islamabad. Pakistan.

2002
Bachelor in Commerce 




Punjab University, Lahore.

1998
Intermediate in Commerce (HSC)


Federal Board, Islamabad.

1996
Matriculation (SSC)




Federal Board, Islamabad.


ACCOUNTANT





July’ 2008 – June’ 2009

EUROFIX INSTALLATIONS (PVT) LTD – LONDON 

363 Boundary House, Boston Road, MDDX, W7 2QE London, England (UK).

I worked with this company in the capacity of as an Accountant. The company deals in fixing / installation of glass-walls across London and the United Kingdom. The Eurofix was established in 2007 with collaboration of Switzerland and British entrepreneurs.   

Major Responsibilities for an Accountant:

· To ensure an accurate and timely monthly, quarterly and year end close,

· To ensure the timely reporting of all monthly financial information. 

· To ensure the accurate, timely processing of transactions, Bank activities are performed in a timely, accurate manner.

· To prepares the comprehensive Annual Financial Report and the preparation of supporting statistical schedules which is used for internal analyses by various departments,
· To preparation of receipts and payments vouchers,

· To preparation and maintenance of Cash book,

· To preparation and maintenance & balancing of Ledger book,

· To preparation and maintenance & management of Petty Cashbook,

· To preparation of Monthly Bank Reconciliation Statement,

· To preparation of Trial Balance Sheet,

· To preparation of Monthly Expenditure Statement,

· To Calculation of Monthly staff salary & wages,

· To preparation of Payroll,

· To preparation & issuing of cheques,

· To maintenance of official files,

· To filling VAT

· To preparation of project budgeting & forecasting,

· To maintenance of stock inventory and other official tasks.

ACCOUNTS OFFICER




November’ 2004 – May’ 2008


ISLAMABAD MARRIOTT HOTEL
A.K Road, Shalimar 5, P.O Box 1251 Islamabad. 

I have been working in the capacity of as an Accounts Officer. Ideally located in the heart of capital, Islamabad Marriott Hotel with its distinguished patronage, plays host to Heads of states, dignitaries, corporate moguls and leisure guests from across the world. A symphony of contemporary decor, IMH reflects the diversity, the grandeur, the style, the hospitality - intensified in an intriguing way. And only here will one experience those sublime moments Islamabad is famous for.

Major Responsibilities for an Accounts Officer:

· To prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.

· To compute taxes owed & prepare tax returns, ensuring compliance with payment, reporting & other tax requirements.

· To analyze business operations, trends, costs, revenues, financial commitments, and obligations, to project future revenues and expenses or to provide advice.

· To prepare and review budgets, proposals, expenses, payroll, invoices, and other documents. 

· To report the management regarding the finances of organization.

· To establish tables of accounts, and assign entries to proper accounts.

· To develop, maintain, and analyze budgets, preparing periodic reports that compare budgeted costs to actual costs.

· To develop, implement, modify, and document recordkeeping and accounting systems, making use of current computer technology.

· To prepare forms and manuals for accounting and bookkeeping personnel, and direct their work activities.

· To advise management about issues such as resource utilization, tax strategies, and the assumptions underlying budget forecasts.

· To provide internal and external auditing services for businesses and individuals.

· To advise clients in areas such as compensation, employee health care benefits, the design of accounting and data processing systems, and long-range tax and estate plans.

· To investigate bankruptcies and other complex financial transactions and prepare reports summarizing the findings.

· To represent clients before taxing authorities and provide support during litigation involving financial issues.

· To appraise, evaluate, and inventory real property and equipment, recording information such as the property's description, value, and location.

· To accumulate and analyze financial information.

· To analyze revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control.

· To analyze budgets & preparing periodic reports that evaluates budget-line to actual outlay.

· To resolve accounting discrepancies. 

· To recommend, develop and maintain financial data bases, computer software systems and manual filing systems. 

· To assist in the timely payments of various payroll deductions and prepare for payment of urgent cheques when requested.
· To develop the annual operating budget, planning, salary recommendations and other managerial actions. 
ACCOUNTANT





April’ 2002 – October’ 2004

BEHBUD ASSOCIATION OF PAKISTAN




NE-2D/1 Tipu Road, Motti Mehal, Rawalpindi, Pakistan.

I worked with Multinational NGOs’ (JICA, TVO & WPF) under the umbrella of Behbud Association of Pakistan – Rawalpindi, in the capacity of as Accountant. These NGOs’ are working in Pakistan effectively with close collaboration in rural & urban communities for education (skill & literacy), community development, income generation, health, women empowerment, environmental apprehensions etc. under the United Nation’s & WHO’s Programs.

Major Responsibilities for an Accountant:

· To preparation of Bank/Cash Payment Vouchers’

· To preparation of Bank/Cash Receipt Vouchers’

· To maintenance of Cash books (Project Wise)

· To maintenance & Balancing of Ledger books (Project Wise) 

· To maintenance & Management of Petty Cashbook

· To preparation of Monthly Bank Reconciliation Statement

· To preparation of Trial Balance Sheet (Project wise), monthly, quarterly, half & yearly basis.

· To preparation of Monthly Expenditure Statement alongside Budget-line 

· To preparation of Qtly., Half Yearly & Yearly Financial Statement for Donors’   

· To preparation of Summary of Movement of Funds of the organization,

· To preparation of Tax Deduction against merchandise

· To maintenance of Concern Salary, Wage & Honorarium Registers

· To calculation of Monthly Staff Salary, Wages and Honorarium

· To drawn and Disbursement of Monthly Salary

· To preparation of Projects’ Financial Reports 

· To preparation of Assets/Equipment Acquired 

· To preparation of Final Report against NGO and Donors’ Contributions,

· To preparation of Budgets for Donors’ 

· To made General Correspondence, Report Writing and Cheque Writing

· To maintenance of Fixed & Current Assets Register

· To preparation and Management of Sanction Files 

· To maintenance of Stationary Stock Register

· To coordination with Auditors.

COMPUTING QUALIFICATIONS & SKILLS:

	Jan. 2001

TO

Mar. 2001
	Training Program Of Data Entry Operator

(Duration: 02 Months)
	COMSATS Institute of Information & Technology” (CIIT) –

Islamabad

	Dec. 2000

TO

Feb. 2001
	Diploma in 

E-Commerce

(Duration: 03 Months)
	Super Tech Institute of Computer Sciences” (STICS) –

Islamabad



	Jul. 2000

TO

Sept. 2000
	Advance Diploma in Computer Sciences

(Duration: 03 Months)
	Super Tech Institute of Computer Sciences” (STICS) –

Islamabad




APTITUDE OF COMPUTER:
· Windows 98/2000/Professional-XP/Vista

· DOS/Lotus, Microsoft Fox Pro & Accounting software

· MS Word; MS Excel; MS PowerPoint; MS Outlook; MS Front Page

· HTML; Corel-Draw; Adobe photo shop

· Internet & eMail utilities, and Software Installations.    

WORKSHOP / TRAINING: I have successfully done 5-days Accounts & Management Training Workshop under World Population Program (WPF) at Islamabad, from 11th - 15th August 2002.

TRAINING INCLUDES:


· How to Prepare all sort of vouchers relates to Bank and Cash

· How to Prepare Cash book, Ledger book and Trial Balance Sheet

· How to compose Expenditure Statements relates to Budget-line

· How to formulate Budgets & Proposals
· How to use and handle Accounting Software

· How to Prepare Feasibility Reports

IELTS: I have successfully done “International English Language Testing System” (IELTS) Academic Module under the UOC, ESOL Exam. (London), Australia & British Council in 2007. 

INTERESTS AND HOBBIES: 

Sports & sporting activities especially play, watch & read Cricket; Traveling especially visit countryside; Internet surfing; Current affairs & Political scenario; Book reading on history, sports, biographies & celebrities etc.

LANGUAGES:
ENGLISH; URDU; PUNJABI;
REFERENCES ARE AVAILABLE ON REQUEST. 
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