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CURRICULUM VITAE

NAME: ARSLAN ABID
FATHER’S NAME: ABID HUSSAIN
ADDRESS: H#M-539, ST#21, MOHALLA AMARPURA, RAWALPINDI

TEL: 0300-5225272, 051-5192322
EMAIL: arslanabid222@yahoo.com
MARITAL STATUS: MARRIED

      
      OBJECTIVE:
Seeking a challenging job in a reputable company that provides excellent growth opportunity, both technically and professionally. Highly self-motivated, energetic and goal oriented professional willing to relocate and committed to pursuing a long-term career.

	YEAR
	QUALIFICATION
	DIV
	% AGE
	 INSTITUTE
	BOARD / UNIVERSITY

	2014
	M.COM
	1ST
	74.75 %
	Punjab College 
of Commerce
 6th road, Rawalpindi
	University of Central Punjab, (UCP) Lahore

	2011
	B.COM
	1ST
	61.2 %
	Punjab College 
of Commerce
 6th road, Rawalpindi
	University of the Punjab, Lahore

	2009
	I.COM
	1ST
	66.27%
	Punjab College 
of  Information Technology, Rawalpindi
	 Board of Intermediate and Secondary Education, BISE, Rwp

	2007
	MATRIC (Science)
	2ND
	58.0 %
	Toddler’s Shine High School, 
Murree Road, Rawalpindi
	Board of Intermediate and Secondary Education, BISE, Rwp



EMPLOYER:

60 Aviation Squadron, Strategic Plans Division since 20 Jan 2016.

NATURE OF JOB:

Two Year’s Contract extendable with mutual consent.

EXPERIENCE:

5 Years and continues. Working as a Junior Assistant - I since 20 Jan 2016.

JOB DESCRIPTION:

· Prepare re-imbursements of employee medical bills.

· Prepare TA/DA claims of  officers / staff.

· Prepare accounts presentations to senior management.

· Performed general duties and administrative tasks for smooth official work.

· Managed the internal and external mail functions.

· Provides telephone support to officers / staff.
· Maintains up-to-date record of files.
· Informs the CEO about the routine office work on fortnightly, monthly, bi-annually and semi-annually basis.

· Responsible for all office management.

· Informs the CEO about the routine office work on fortnightly, monthly, bi-annually and semi-annually basis.

· Reconciliations and reporting to necessary parties. 
· Overseeing the recording, verifying, consolidating, and entering transactions.
·  Prepares and records asset, liability, revenue, and expenses entries by compiling and analyzing account information.
· Maintains and balances subsidiary accounts by verifying, allocating, posting, and reconciling transactions and resolving discrepancies.
· Maintains general ledger by transferring subsidiary accounts, preparing a trial balance, and reconciling entries.
· Summarizes financial status by collecting information and preparing balance sheet, profit and loss, and other statements.
· Reviewing journal entries of junior accountants to ensure accuracy.
· Produces payroll by initiating computer processing; printing checks, verifying finished product.
· Completes external audit by analyzing and scheduling general ledger accounts and providing information for auditors.
· Develop and document business processes and accounting policies to maintain and strengthen internal controls.
·  Secures financial information by completing database backups.
·  Protects organization’s value by keeping information confidential.
· Support month-end and year-end close process.
· Any other tasks assigned by CEO / Officer.

COMPUTER SKILLS:

      Microsoft Word. 
Microsoft Excel.

Microsoft PowerPoint.


HOBBIES:

Web Browsing.

Books Reading.

Software Installation.

