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CAREER OBJECTIVE
Seeking for an opportunity to work in open field where one can become asset for organization and can grow up his career along with his experience, skills, talent, education & knowledge.
JOB PROFILE
· Six & half years experience in the fields of Finance Manager, Finance Controller, Accounts, Cashier, Purchaser, Office Administrator, Payroll, Receptionist and Document Controller.
· Presently working as a Finance Manager and Finance Controller with a touch of Financial Accounting for four and half years experience in a Construction and Real Estate Company in UAE.
· Two years experience as a part time junior accountant in a motor bikes showroom in Pakistan.
PROFESSIONAL SKILLS

· Have ability in budgeting and forecasting, managing a company's financial accounting, monitoring and reporting systems. Manage cash flow, payments, credit and banking functions. Prepare feasibility report.
· Specialized in general accounting. Posting general journals, ledger, trial balance, income / financial statement / P & L sheet, balance sheet, cash book, petty cash book, cash received, cash payment, bank reconciliation, and work sheet.
· Able to acquire new technical skills easily. 
· Effective at multitasking and can work under pressure to accomplish overall objectives.

· Do office work, computer work assigned, quickly and precisely.

· Excellent knowledge of computer science. 
· Arrange and make office documents and other important papers that are assigned.

· Ability to learn quickly and work independently.
· Ability to make best decisions and manage work.

· Communication skills in English, Arabic, Urdu and Sindhi.
· Enormous adaptability to all kind of situations and multitasking.

· Truthful and dedicated to job.

· Advanced in creating and handling all types of accounts. 
· Well experienced in analyzing and rectifying errors.
· Valid U.A.E driving license (2007).
PROFESSIONAL EXPERIENCE
2004-2006:


Junior Accountant (Part Time).

Company:


Bismillah Autos, Larkana, Sindh, Pakistan.

Nov 2006 – Till now
Finance Manager, Finance Controller, Accountant, Cashier, Purchaser, Office Administrator, Receptionist and Document Controller.

Job Responsibilities
· Supervising financial operations.

· Maintaining and controlling all accounts.
· Posting general journal entries.
· Dealing with banks for all related issues and to deposit or withdraw cash at anytime it’s necessary.
· Monitoring bank accounts and their reconciliation.
· Maintenance of debtors and creditors.
· Managing general ledger accounts.
· Controlling and monitoring the receivable turnovers.
· Analyze and rectify errors.
· Preparing income statement / financial report and balance sheet annually.
· Preparing financial reports complying with audit requirements and standards.
· Preparing documents of claims.
· Making inquiries, sending LPO and purchasing materials.
· Negotiating with suppliers and take decisions as per situations.
· Collecting & verifying all invoices.
· Preparing cheques and signing them with full authority from the owner of the company.
· Finalizing monthly payroll of staff & labors through WPS (Wages Protection System).

· Feeding all bills in computer and file them.
· Prepare agreements and gather all important documents to get attested from the Ministry of Labors.
· Maintaining all types of projects (Sites), company, staff, suppliers and labors details & inquiries.
· Always be alert and ready for deadlines of cheques and expiry records of visas, labor cards, vehicles, agreements and passports. And informing the Owner if necessary.
EDUCATION
· MIT Student, Virtual University of Pakistan.

· Bachelor of Commerce (B.Com), Shah Abdul Lateef University Khairpur, Pakistan, (Attested from Pakistan and U.A.E). 

· HSSC (Intermediate), Sindh Science College, Larkana, Pakistan.
· SSC, Pakistan Higher Secondary School, Ras Al Khaimah, U.A.E.

· Primary, Indian Public High School, Ras al Khaimah, U.A.E.
COMPUTER SKILLS
Excellent knowledge of Hardware & Software, Peachtree Accounting (Accounting Software), MS Office, Internet, Adobe Photoshop and Good Typing skill in English & Arabic.
OTHER SKILLS
Valid U.A.E driving license since from the year 2007.

LANGUAGES KNOWN
English
-
 Fluent in speaking and writing.
Arabic

- 
 Very good in speaking and good in writing.
Urdu

- 
 Fluent in speaking and writing.

Sindhi

-
 Mother Tongue
HOBBIES & INTERESTS
News, Body Building, Football, Cricket, Billiard, Swimming, Video Games, Chess, Carom Board, Shopping, Cinema, TV, Internet, Music and Long Drive.

PERSONAL DETAILS
Date of Birth:

20th December 1980



Place of Birth:

Ras Al Khaimah, U.A.E



Nationality: 

  
Pakistani



Sex:



Male



Height:


5ft 9 inch



Weight:


80 kg



Religion:


Islam



Marital Status: 
  
Single



Visa status:

  
Residence / Employment (Transferable)


Driving Licence No:

RAK.
JOINING TIME PERIOD
Able to join within 24 hours after selection.
Credentials are available upon request.
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