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Dear Sir

            I aimed to find a very rewarding participation with a reputable organization to further develop myself, while becoming a contributing asset to the organization. 
I have all the capacity and willingness to work. I’d like to become a part of a dynamic workforce that is committed and dedicated to bring a mission to its best upon achieving its goals and targets in an extremely effective and competitive manner.
My competency is more than enough to fulfill the task required of me.  I can work with less supervision and has the interest to learn different things and grow enthusiastically.

I believe this company will bring total development on my career. Through my talents skills and motivation, I strongly believe that I can make huge contributions for this company. 

            What I can offer is 100% job commitment, perseverance under pressure and affable personality at all times excellent time keeping. 
          I am an analytical with the strong desire and willingness to succeed, flexible with shifts, always wanting to improve and move higher within the company structure.
Please find time in reviewing the attached summary of my CV, focusing on my experience and strong-willed personality as a strategic thinker when it comes to developing and enhancing efficiency and effectively handling task for the company. 

It would be a great pleasure to come for an interview to your good office anytime at your convenience.

Sincerely,

 
Amjad ur Rehman
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Curriculum vitae
AMJAD-UR-REHMAN                                                                      

Mobile00971-50-2862094, 055-6309942                                            

E-Mail: amjad_hr@yahoo.com;aairus_amjad@yahoo.com

Post applied for:
  
CAREER OBJECTIVE:
      To seek a Challenging and rewarding position in the organization by putting all my sincere efforts, skill and experience and strive hard there by increasing my work performance as an individual and a team member to contribute for the organization.

PROFESSIONAL EXPERIENCE:

1: AL AHMADIAH AKTOR LLC.
Designation: Accountant General from 27 July 2008 (continue)

JOB RESPONSIBILITIES:

· Handling of Accounts Payable

· Job involves scrutiny of supplier’s accounts.

· Preparing of ageing report.

· Based on the above report a payment plan is being prepared for processing of the suppliers payments.

· Job also involves the processing of suppliers invoices, which includes checking of the supplier’s invoices with Delivery order and LPO. 
· Reviewed invoices for accuracy and ensured correct entry of invoices into the general ledger, matched it against purchase orders, check and communicate discrepancy to vendors.

· Handling outgoing payments from the organization, whether in terms of cheques, cash or transfer.

· Maintained process of payment for suppliers as per agreed terms.

· Prepare Daily Bank Reconciliation Statement (Overdraft, Favorable)

· Preparation of weekly Receipts and Payments list.

· Prepare, examine, and analyze accounting records.

· Preparation of Trail Balance Profit & loss A/c.
· Involve in auditing
2: SOLAR EMPIRE TOURISM L.L.C.
Designation: Accountant from 02 May 2008 to 02 July 2008.

JOB RESPONSIBILITIES:
· Handling accounts payable, receivable 
· Calculation of tour guides performance on monthly basis.

· Preparation of monthly payroll.

· Preparation of monthly and quarterly reports related to the financial affairs                                            for management

3: AGRI AID ENTERPRISES, (Pesticide Products Trading.)
Designation: A.M. Accounts & Admin. From May 2003 to March 2008
JOB RESPONSIBILITIES:
· Managed finances and accounts pertaining to accounts payable and accounts receivables.
· Reviewed invoices for accuracy and ensured correct entry of invoices into the general ledger, matched it against purchase orders, check and communicate discrepancy to vendors.

· Handling outgoing payments from the organization, whether in terms of cheques, cash or transfer.

· Maintained process of payment for suppliers as per agreed terms.
· Prepare Daily Bank Reconciliation Statement (Overdraft, Favorable)
· Preparation of Monthly Payroll and Staff Records

· Daily Prepare Receipts and Payments list.

· Prepare, examine, and analyze accounting records.
· Provide administrative support to the management and handle customer relations.
Acadamic Qualification

Post Graduation: MBA with specialisation in MIS in 2003 from Institute of Business & Management Sciences NWFP Agriculture University Peshawar Pakistan      with GPA of 3.63/4.                                     

Graduation:         B.COM in 2000 from Jinnah Degree College of Commerce And Computer Science, University Of Peshawar, Pakistan with 60% marks.

Inter:                 D.COM in 1998 from Board of Technical Education Peshawar      ,                          Pakistan with 60% marks.
Final Project

IBMS/CS N.W.F.P. AGRICULTURAL UNIVERSITY PESHAWAR
Did the project “The Database of Students Record” for Institute of Business Management & Computer Sciences, using oracle as a tool, for completion of MBA degree. The Institute of Business & Management Sciences N.W.F.P Agricultural University Peshawar, Pakistan, assigns the project.
computer’s knowledge

DCS Part-I,  (from Board of Technical Education, Peshawar, Pakistan.)
Ms Word, Ms Excel, 

ACCOUNTING SOFTWARE: From Zabeel Cultural Institute Dubai

Tally, Peachtree, ERP System
OPERATING SYSTEMS: 

Windows 98, Windows 2000 & Windows XP.

PERSONAL INFORMATION:

Father’s Name


: Khalil-Ur-Rehman

Date of Birth


: 2nd January 1977.

Visa status                               : Residence Visa
Passport #.                              : AC1280581 
Nationality


: Pakistani

Marital Status


: Married

Language


: English, Urdu, Punjabi, Hindko
Date: 





                     
AMJAD-UR-REHMAN             
