CV No: 798150
Email: cvdba15@gmail.com 

Mobile:+971505905010/+971504753686

Objective

To obtain a challenging position in an accounting field, a position that will permit the use of my skills and professional aviation knowledge to maximize company potential while developing ability to interact with senior management and with the business community on a worldwide basis.

Profile

Young, dynamic B. Com candidate seeking better career opportunity. Resourceful & Knowledgeable about business relationships. Excellent common sense & decision-making abilities. Self-motivated & hard-working. Able to co-ordinate several tasks simultaneously. Remains calm in stressful situations. Proficient user of Computer Application and internet programs. Self-starter, who applies individual initiatives to get the job done.

EXPERIENCE:-

CURRENT JOB 

Working as Accounts C0-0rdinator for Dubai (Baggage & Cargo Department).

March 2009-Continue

Worked as Operations Assistant for Cargo Department at Dubai airport (Freight Gate-5).

March 2008-February 2009

Worked as Assistant Zonal Accountant in Daily Express Newspaper (Printek Pvt. LTD.).

September 2004-February 2008 Worked as Assistant Accountant in H. A. Steel Chains.

November 2003-September 2004

Worked as Assistant Accountant in Super Asia Muhammad Din Sons (PVT) Ltd. super Asia Group of Industries.

July 2002 - October 2003

KEY RESPONSIBILITIES:-

Handle the bank accounts and maintain day to day payment and receipts in all the above mentioned industries. And keep track on debtors of the companies to receive the payments. To control the inventory in all the above mentioned industries. Monitoring the stock of store.

To prepare DRR (Daily revenue report) and sent to head office on daily basis against the publications from our station. To co-ordinate with the business manager regarding all the publications for the day. To collect the cash for classified and other publications from the business manager on daily basis. To keep the record of the published newspapers forwarded to the agencies. To keep the record of all the agencies and to co-ordinate with the circulation manager for the collection of amount from the agencies. To deposit the amount in the bank received from the agencies. At the end of the month or when required all the details of debtors sent to head office. To prepare the invoices for sending to the agencies every month. To reconcile cash book & bank book to tally with the bank at the end of every month or when required. To keep track to control the expenses of the company.

Checking of petty cash vouchers and entry into JDE (Oracle Financiers) for re imbursement.

Ensure the supplier invoices and all utility bills (Electricity & Water, Fuel Bills and Telephone Bills) are verified and entered into the JDE in order to get accurate expenses view in monthly closing while following matching concept.

To make salary of staff working at Dubai airport. To make the Invoices summaries for the Cargo and baggage batches. Invoices are issued on the basis of summaries provide by me to the billing department.

Supervision to dispatch the invoices to the client after receiving from the billing/accounts Department. To co-ordinate with the Dnata admin for the Clearance and approval of invoices issued to them on monthly and fortnightly basis.

Also issue invoices on the basis of material issued.

Examine records to ensure recording and compliance with laws and regulations. Follow up on the activity and compliance of Permanent Supervision. Ensure compliance of directives and guidelines issued by the Management and Other related security controls.

Suggest ways for work improvement as necessary. To maintain and show record for audit purposes on interim and annual basis wherever is necessary.

COMPETENCIES

Leading and Deciding Supporting and Co-operating Interacting and Presenting Analyzing and Interpreting Creating and Conceptualizing Organizing and Executing Adapting and Coping

ENTERPRISING AND PERFORMING

System

Citrix Payroll

Customer Management System

JDE (JD Edwards) Oracle Financials ERP

Business Intelligence (Bl)

CARGO WORKING EXPERIENCE:-

Worked as Cargo Assistant at Dubai airport (Freight Gate~5) handling

different cargo activities as mentioned below.

Delivery of the shipments as per the delivery order issued.

Acceptance    Of    llie    Ldlgu    as    per    the    confirm    reservation    from    thp concern

airlines.

Breakdown of the units of different airlines as per there standard operations procedures (SOP).

Build-up of the units of different airlines as per SOP.

Manage the build-up & breakdown process with the team of one driver/forklift operator and two porters assigned to me.

Ensure proper details and locations are updated in the check sheets.

Ensure proper loading and offloading of DGR shipments as per SOP.

Ensure housekeeping is maintained at all given time in order to have proper

and clean operation.

Always brief team members before handling the flights.

CARGO CERTIFICATES:

Having Certificate of DANGEROUS GOODS HANDLING FROM Emirates Aviation College. Having certificate of CARGO PRODUCT KNOWLEDGE AND DOCUMENTATION from Emirates Aviation College.

Education

Bachelor of Commerce 2002

University of the Punjab, Lahore Pakistan Faculty of Science 1999

Board of Intermediate
and Secondary Education, Gujranwala.
Matric 1997

Board of Intermediate
and Secondary Education, Gujranwala

Certificate in office Management
June 03-December 03

Skills

Familiar with various accounting software's.

Citrix Payroll system, Customer Management System (CMS), JD Edwards (JDE) Oracle Financials ERP

Good knowledge of Computer Application including MS Excel and word Familiar with various accounting software.

Good communication skills, Ability to work under pressure, Good enough in Problem solving.

Ability to create positive working relationships. Self-motivated, self-activated,

Efficient,  a good organizer, accurate,  and reliable.

Time management skills and Scientific approach towards issues and Ability to Deal and interact with all levels of staff. English Proficient and Urdu Fluent.

Activities

Reading Books, Playing Computer Games and Play Table Tennis and cricket

Reference

Reference can be produced if required.






