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OBJECTIVE:
To apply the professional experience and knowledge on challenging problems, relating to growth and development of organization and career advancement.
EXPERIENCE PROFILE:

International Modern Hospital

(Bur Dubai, UAE)

Working as Receivables Accountant from 24 May 2010 to date

Job Discription:

· Maintain the proper record of daily sales manually and in accounting software(ACCPAC)

· To prepare the reconciliation statements of different debtors

· Deal with insurance companies regarding sales.

· Preparing rejection reports of the bills from insurance companies.

· Assist Manager Accounts to finalize the daily and monthly reports and General Ledger Transactions.
Werrick Pharmaceuticals 
(Islamabad – Pakistan)
Worked as Accounts/Purchase Officer from April 2003 to May 2010
JOB DESCRIPTION:

· Preparing advisory statement of the materials required for production and forward to Group Leader for final approval from management.
· Dealing with local and foreign Indenters, Suppliers, and Manufacturers.
· Supervision of all the documents related to Letter of Credit.
· Dealing with banks and Insurance Companies in all matters regarding Imports.
· Dealing with FBR, Customs, Ministry of Health and other Government Departments.
· Supervision of all the documents required for Custom Clearance of the Goods.
· Dealing with Airline Companies, Shipping Companies, Customs Clearing Agencies and Freight Forwarding Companies.
· Manage all the Accounting matters related with Imports.

· Provide necessary data to Accounts Department for the preparation of Sales Tax Return and Income Tax Return.

Worked as an Accountant, from September 1998 to March 2003.

JOB DESCRIPTION:

· Deal with Manual/Computerized Accounting System.

· Maintain Cash Book & ledgers.
· Prepare Bank Reconciliations.

· Assistance to external audit team.

· Audit Accounts Receivable (Sundry Debtors).

· Audit Accounts Payable (Sundry Creditors).

· Prepare Sales Tax and Income Tax Returns of the firm.
· Deal with Banks and Government Departments.

ACADEMIC CREDENTIALS:

· Bachelor in Commerce (1998).
      University of the Punjab Lahore – Pakistan.
· Intermediate in Commerce (1995).
      Federal Board of Intermediate and Secondary Education Islamabad – Pakistan.
· Matriculation (1993).
      Federal Board of Intermediate and Secondary Education Islamabad – Pakistan.
COMPUTER SKILLS:
· Microsoft Office (Word, Excel, Power Point, Outlook).
· Internet browsing.
· In page, (Urdu software).
· Antivirus installation.
· Windows and Software installation.
· Adobe Photoshop.

· Adobe Reader.
· Typing tutor.

PERSONAL ATTRIBUTES:

· Time management skills.
· Able to manage workload both individually and as a member of team.
· Take right decisions at right time.
· Determined and enthusiastic in work.
· Ability to analyze and solve the problems in right view.
· Languages: English, Urdu and Punjabi.
· Hobbies:     Traveling, Internet browsing & listening music.
REFERENCES:

· Mr. Ikram Ul Haq (+97 150 5948521).
      Manager Operations (Retd), Bank Al Mashriq, Dubai – UAE.
· Lt Col. Mansoor Ul Haq (+92 300 5129030).
G1 Log, 19 Div, Pakistan Army.

· Mr. Ejaz Mehmood (+92 333 5114106).

Senior Vice President, New Jubilee Insurance Co Ltd, Islamabad – Pakistan.

· Mr. Faisal Yaqoob (+92 300 5053695).
Vice President, Askari Bank Limited, Islamabad – Pakistan.
· Mr. Sajjad Hussain (+92 321 5057507).
Manager Foreign Trade, Askari Bank Limited, Islamabad – Pakistan.
· Mr. Ammer Nazir (+92 300 8543339).
      Branch Manager, Allied Bank Limited, Islamabad – Pakistan.
· Mr. Nadir Hayat (+92 333 5500034).
Assistant Manager (Procurement), Ufone Islamabad – Pakistan.
