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Accounts & Administration Officer 


Email: izhanali898@gmail.com		Iqama: Transferrable			Nationality: Pakistani
Mobile: 0597313698			Date of Birth: 11 October 2003		Residence: Riyadh, KSA


Professional Experience

Accounts & Administration Officer
BoschMedicus Private Limited
January 2023 to December 2025
· Assisted in daily accounting operations including data entry, invoice posting, and ledger maintenance.
· Processed accounts payable and receivable transactions.
· Supported bank reconciliations and expense tracking.
· Prepared basic financial reports and schedules for senior accountants.
· Maintained accurate financial and administrative records.
· Managed office documentation, filing systems, and correspondence.
· Coordinated with suppliers, clients, and internal departments.
· Supported audit and compliance documentation for senior staff when required.

Core Skills
	Accounting & Finance
	Administration & Office Support

	• Accounts Payable & Receivable
	• Office Administration & Coordination

	• General Ledger and Trial Balance 
	• Filing & Document Control

	• Bank Reconciliation
	• Email & Correspondence Handling

	• Invoice Processing
	• Meeting Scheduling

	• Expense Tracking
	• Vendor & Client Coordination

	• Basic Financial Reporting
	• Record Management

	• VAT / Tax Documentation (basic)
	• Data management 

	• Accounting software (QuickBooks, Tally) 
	• Microsoft Excel, Word, Outlook




Key Strength
• Attention detail • Time management and multi-tasking • Good numerical skills
•    Team oriented with good communication skills • Willingness to learn and adapt • Data Accuracy   

Education and Certificates 
· Intermediate in Accounting, Pakistan  
· Student of Pakistan Institute of Public Finance Accounting (PIPFA), Pakistan
