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Objective
To enhance my Technical & Interpersonal skills in order to gain a competitive edge, and serve humanity with diligence & honesty with in my profession.

Academic Qualifications

Level                
Year          
   
 Institute            


Subjects       
B.Com (IT)
      
2006           
             F.G College of Commerce 
             Accounts







 H-8/4 Islamabad







 (University of Punjab)

I.Com

             2003
                         Muslim College


  Accounts

 (Rawalpindi Board)

Matric

              2001
                          Hira School Afshan Colony
              Science

  (Rawalpindi Board)


Work Experience
UNITED FOODS COMPANY (psc)  (DUBAI)   
       •       As an Accountant (Continue)
Responsibilities:
· Issuing and posting of Credit Note / Debit Note of Gondola, cash discount and other promotions.

· Reconciliation of customer receivable accounts.

· Posting of daily cash collection, current dated cheque, PDC receipt etc.

· Checking with the validity report then processing and allocating with the relevant invoices.

· Customer Age Analysis.

· File keeping daily export/Local invoices, credit/debit notes, documentation of customer’s accounts.

· Maintenance of statement of accounts i.e. advances & deposits, customers, employees details etc.

· Checking and posting of invoices of sales & sale of scrap and sale of raw material etc.

· Document processing i.e. daily sales invoice, receipt vouchers.

· Updating outstanding list salesmen-wise.

· Clear pending issues in co-ordination with the (sales) division, accounts, warehouse and distribution team and customer.

· Validation of daily collection of cheque/cash.

· Check receipt books for errors and missing receipts.

· Physical stock taking.

Reporting

Oracle Generated monthly Reports

· Customer Aged Analysis, group/customer/salesmen wise.

· Monthly stock movement report.

· Open new customers account code.

· Price updated in the system.

· Location wise stock status report.

· Export sales report/salesmen/location/customer wise sales report.

· Monthly cash collection date wise report.

· List of Outstanding Invoices-Salesmen-wise.

CENTRAL MOTORS   (Pakistan)
       •       As an Accountant (May, 2008 to June, 2009) 
 Responsibilities:
· Maintenance of books of accounts i.e. cash book, bank book etc.

· Preparing ledger account.

· Reconciliation of cash book with daily works.

· Detail of Receivable & Payable accounts.

· Looks after freight account, petty cash etc.

· Sending mail and ledger account to Insurance companies.

· Reconciliation with Insurance companies & branches.

· Also others tasks assigned by superior authorities/by finance manager.

CITI BANK  ( Pakistan)

       •
      As a Administration Officer (March, 2006 to February, 2008)
Responsibilities:
· Preparing, recording and evaluating client’s database.

· Documentation and file keeping.

· Responsible for coordination with the Manager in different issues.

· Coordinating with sub offices.

· Plan human resource requirements conjunction with other departmental Managers.

· provide assistance and help on procedures of projects and their documentations.

· Complete all file documentation and control all business activity in office.

Allied Bank Limited (Pakistan)
Description:
          •      Worked in following departments:
· Customer services Department.

· Clearing and Collection Department.

· Account opening Department.

· Local Remittance Department.

· Utility Bills Collection.

· Outward Bills Collection.

· Daily Customer dealings.

· Supervision.

·  Posting.

Cabi South Asia   (Pakistan)

          •      As an Administration Officer (August, 2003 to January, 2005)   Responsibilities:
· Maintaining stock record.

· Expenditure control.

· Manage the project document files.

· Complete all file documentation and control all business activity in office.

· Coordinating with sub offices.

Professional Skills
· Currently working on Oracle based application.

· Working experience of “DMIS”software.

· Perfect working command in Operating Systems including Windows 98.

· Perfect command over MS-Office and Internet Browsing.

· Perfect command over MS-Office 2007.

· Perfect command over E-mail, world client, etc.

· Proficient command over English, Urdu and Punjabi.

Achievements
· Certificate of participation Hym Federation in 9th Safe Games.

· Certificate of  participation on Iqbal day.

· Silver Medal as liaison Officer in 9th Safe Games.

License status
· Having driving license Light vehicle (U.A.E)
· Having driving license Light vehicle (Pakistan)
Personal Profile
· Father Name

 :             Abdul Qadir 

· Date of Birth                       :            Nov-13-1984

· Religion            
             :            Islam

· Nationality          
             :            Pakistani

· Passport No.
             :            AX0574771

· Date of issue                       :            28-may-2007

· Date of expiry                     :           27-may-2012

· Marital status
             :           Single.
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