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Malik Zahid Amir
HOUSE#203-L, FORMANAITES HOUSING KAMAHA ROAD LAHORE PAKISTAN


To work with full devotion for the Position, which can hone up my skills, invigorate an urge to perform and achieve goals keeping in mind the aesthetics of Professionalism. A job that allow me for greater achievements and which would effectively apply my professional skills and administrative experience in leadership, business and interpersonal relations. 


PROFESSIONAL DEVELOPMENT
Jun-19 To Till Now
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Manager Accounts: R&R Corporation (pvt) ltd DHA-Z block Phase-III

Job Responsibilities:  
· Entering and Posting daily business transactions.
· Handling petty cash expenses and other general & administration tasks.
· Keeping Daily Sales record.

· Keeping Daily Purchases record.

· Monthly reconciliation with Banks & Customers.
· Make Customer Sales invoices.

· Deal with Payables and Receivables on daily bases.

· Maintain party’s ledger.

· Submitting monthly sales tax return to FBR.

Apr-18 To May-19

Accounts: Minha Farms (pvt) ltd) at Multan Road
Job Responsibilities:  
· Entering and Posting daily business transactions.
· Monthly  reconciliation  with  Banks &  Customers.
· Working on  Accounting Software (Accounts , Sales & Inventory Module).
· Handling petty cash expenses and  other general & administration tasks.

Dec-16 To Mar-18
Minha Dairy Farms
www.minhafarms.com
Worked as Human Resource Manager

· Developed and implement human resource polices
· Hired staff and negotiating employment agreements
· Ensured compliance with laws and regulations
· Managing staff wellness and performing reviews
· Motivating and supporting current staff

· Maintained staff record

· Handling employee benefits

· Identifying staff needs and creating job description

· Prepared of salaries permanent, piece rate, and disbursement 

· Fully operate HRMS software


Dec-12 To 30-Nov-16 
http://www.hsnds.com.
Payroll  Senior Officer.

Job Descriptions

· To collect and analyze data from all department

· Prepare Employee personal file

· Verify attendance, hours worked, and pay adjustments, and post information onto software’s. 

· Compile employee time, production, and payroll data from time sheets and other records. 

· Issue and record adjustments to pay related to previous errors.

· Process and issue employee pay checks and salary sheet of earnings and Deductions. 

· Process paperwork for new employees and enter employee information into the Systems. 

· Record employee information, such as discharges, transfers, and resignations, to Maintain and update payroll records. 

· Provide information to employees and managers on payroll matters, wages and Deductions.

· Review time sheets, work charts, wage computation, and other information to detect and reconcile payroll discrepancies. 

· Keep track of leave time, such as vacation, personal, and sick leave, for employees. 

· Prepared of salaries permanent, piece rate, and disbursement 

· Issues attendance reports on daily basis to departments.

TEXTILION(Ali International)
	Organization
:  :
	     TEXTILION(Ali International)

	Organization Type
:
	     Garments

	Designation
:
	      Accountant plus cashier

	Tenure
:

	      March 2010  to Nov 2012.

	Location 
:
	       Lahore


 I Can Operate the Following Software related to Accounts and payroll.
i. Time excess

ii. Vision plus

iii. Clouds
iv. Peach Tree
Technical skill

· Microsoft Office (Word, Excel, in page )

· Software (Payroll, vision plus)

 Strength 

· Coordinate and contribute in different working groups

· Able to work under stress situation

· Goal oriented person Comfortable, with working as team member.

	Testimonial
	Year
	Institution 

	MBA
	2016 -2018
	NCBA&E

	B.com(IT) 
	2005-2007
	Punjab University

	Intermediate

(General science)
	2003-2005
	Lahore Board

	Matriculation

(Science)
	2001-2003
	Lahore Board



· Ability to do work in pressure.

· Good Communication and presentation skills.

· Good Team Player.

· Hardworking & Dynamic.

· Highly motivated.
· Leadership skills as group leader in most of the Projects during Studies.

· Head Boy in school.

· Book Reading.

· Listening Music.

· Use of Internet.

· Reading Newspapers.

· Traveling.
· Watch talk shows with keen interest. 


·   Father’s Name:                         Malik ameer alam

· CNIC Number:                        35201-4171025-1

· Date of Birth:                          02-03-1987.  

· Marital Status:                        Single.

· Sex:                                            male

· Domicile:                                 Lahore  (Punjab)

· Nationality:                             Pakistani.

· Religion:                                   Islam

	Language
	Speaking
	Reading
	Writing


	Listening

	English
	·  
	· 
	· 
	· 

	Urdu
	· 
	· 
	· 
	· 

	Punjabi
	· 
	· 
	· 
	· 



will be furnished on request.
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