
MuhammadSajjadKhan 
 
 
 
 

Contact 

Phone: 

+923332627980 

E-Mail: 

khan_muhammadsajjad@y
ahoo.com  

Address: House # R-477, 
Block-1, Phase-02, Gulshan 
e Usman  

Karachi Pakistan m 
 
 
 
 
 
 

Skills 

TechnicalSkills: 

 Internalcontrolandaudits
 FinancialReporting

 Budgetforecasting

 Msoffice

 Payrollprocessing

 Bookkeeping

 Reportsreconciliation

 Payrolloperation

 Strategicplanning

 Accountspayableand 

receivable

 Corporatetax preparations

 Generalledgerentries

SUMMARY  
Detailedaccountingassistantwith03yearsofhandson 

experience assisting with handling various accounting 

duties and procedures well educated in reconciliation 

bookkeeping and revenue recognition innovative 

collaboratorfocusedonaddingvalue throughoutcome 

Education  
 B.com

University of Sindh. Jamshoro 

Graduatedin2006with2nddivision 

 Intermediate–Pre-Engineering
BISEHyderabad,in2004with68% 

 Matriculation–Science
BISEHyderab,in2002with66% 

 

Experience 
JuniorAccountsAssistant/PAEC(Sept2020 to June2023) 

 Manageddailybookkeepingfunctionsattentionto 

account receivable, accounts, payable, banking, 

reconciliation and disbursements

 Preparedmonthendingclosingentriesfordetailed 

reporting and recordkeeping

 Sorteddocumentsmatchingsupportinginvoicesto 

procurement document and verifying invoices for 

payment

 Verifiedandpostedaccounttransactionstoprepare 

checks and maintain accounting ledgers

 Compliedauditreportsforexpenditureprofitsandlosses to 

provides transparency

 Recivedandrecordcash.Chequeandtransfers

 Preparedandprocessedpayrolls
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 Reconciledcomputerreportswithmanuallymaintained 

ledgers

Performedbookkeepingandaccountingconsultingservices 

 Calculatedandproducedchecksforutilizestaxesandothers 

operational payments

 Compliedcurrentbudgetdataformestimatedrevenues 

expenses and prior budgets.

LANGUAGES 

 Urdu 

 English 

MajorCourses 

 Financial Management 

 BusinessManagement 

 ManagerialEconomics 

 Management 

Accounting 

Certification 

 CIT-06Months 




	Contact
	Skills
	SUMMARY
	Education
	 B.com
	 Intermediate–Pre-Engineering
	 Matriculation–Science


