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	OBJECTIVE:                                                                                 

                          To put in all efforts in utilizing knowledge and skills that I have gathered during my academic and professional career to help my employer’s organization in achieving its goals and enhancing my personal professional skills through the esteemed organization for a brighter tomorrow.

	Professional

Experience
	· Company:          (Semi Government)
· Position:             Accountant
· Duration:           July’ 11 to date
· Company:          Gargash Enterprises L.L.C (Mercedes-Benz Sixt Rent A Car)
· Position:             Rental Agent (Airport Supervisor)
· Duration:           May 2008 - June 2011 (3 years 2 months)
· Company:          Gargash Enterprises L.L.C (Mercedes-Benz Sixt Rent A Car)
· Position:             Rental Agent
· Duration:           June 2007 - April 2008 (11 months)
· Company:         Gargash Enterprises L.L.C (Mercedes-Benz Sixt Rent A Car)
· Position:            Corporate Executive
· Duration:           December 2006 - May 2007 (6 months)
· Company:         Frontier Education Foundation

· Position:            Assistant Accountant

· Duration:          October 2005 - November 2006 (1 year 2 months)
· Company:         Rapid Response
· Position:            CSR (Customer Service Representative)
· Duration:          April 2005 - August 2005 (5 months)


	Job

Responsibilities

As

Accountant

	· Cheque preparation.
· Handling PDC’s (Post Dated Cheques)
· Invoicing clients.

· Preparing profit and loss statements.
· Preparing cost accounting reports.
· Forecasting budget.
· Preparing and reviewing budget, revenue, expense, invoices, and other accounting documents.
· Handling payables and receivables.
· Recording transactions.
· Accounting for day-to-day office and admin expenses.

· Cash handling.

· Petty cash handling.

· Following up clients for unpaid payments.

· Carrying out administrative tasks.

	Job

Responsibilities

As

Rental Agent

&

Airport Supervisor

	· Managing and supervising all activities of the branch.

· Dealing with corporate clients.
· Training new staff.
· Invoicing customers.

· Recording sales transactions.

· Collection of payments from customers.

· Accounting for day-to-day office and admin expenses.

· Cash handling.

· Petty cash handling.

· Charging customers credit cards.

· Following up customer for unpaid payments.

· Carrying out administrative tasks.

· Reporting bookings, loss sale and turndown figures to management.

· Dealing with customer’s query over phone, E-mail and in person.

· Negotiating best possible rates to increase revenue.

· Keeping track of vehicle inventory.

· Keeping track of vehicles moment, mileage and fuel.

· Coordinating with drivers.

· Satisfying & handling customers and their complaints.

· Booking cars for local as well as international customer.

· Implementing new procedures to increase efficiency, revenue and customer satisfaction.

	Job

Responsibilities

As

Corporate Sales Executive

	· Developing a database for potential corporate clients.

· Discuss, negotiate and finalize the contract’s terms & conditions.

· Managing the existing corporate portfolio and explore various strategies to extend the customer base whilst ensuring that time lines and quality meet the agreed service levels.

· Provide assistance in setting the annual budget for the division and achieving monthly sales targets with ease.

· Prepare and present corporate presentations to senior management and clients.

· Regular interaction with corporate customers for relationship building to increase business activities and communicating promotional deals accordingly.

· Assessment of creditworthiness of potential corporate clients and setting their limits.
· Collaboration with the finance department.

· Coordinating with Credit Administration to ensure smooth functioning of trade receivables and facilitate finance department in recovery.

· Plan & Implement Promotional Activities for corporate accounts in coordination with the Marketing team and represent the company in regional meetings. 
· Carry out monthly competitor analysis.

	Job

Responsibilities

As

Assistant Accountant 

	· Fee collection.

· Recording receipts and payments.

· Recording day-to-day expenses.

· Maintaining Cash Book, Bankbook and Private Fund.

· Maintaining their Subsidiaries.

· Maintaining Accounts in General Ledger.

· Maintaining Stock Books.

· Preparing Income & Expenditure Statement and Proposed Budgets.

· Data entry of admissions, Pay Roll, Existing & Required Stock of College Furniture, Chemistry, Biology, Physics and Computer Laboratory and Miscellaneous.

· Preparing letters to be sent to Head Office, Collage, Universities, and Board etc.


	Job

Responsibilities

As

CSR (Customer Service Representative)
	· Telemarketing.

· Making appointments for agents overseas.

· Customer handling.

	Qualification

	· Presently preparing for ACCA Part 2 (Association of Chartered Certified Accountants)
· Certified Accounting Technician      (Completion Dec’ 11)

· Secondary Education Certificate       (Daffodils Model School)



	Skills

	· Excellent Management skills

· Excellent Communication skills.
· Outstanding Customer service skills.

· Excellent and advanced computer knowledge and skills.

· Knowledge and understanding of accounting software’s.

· Proficiency in all Microsoft Windows operating systems & other O.S.

· Proficiency in ERP’s.

· Proficiency MS Office.
· Forex
· Professional Photography


	Languages
	· English, Urdu, Pashto

	Personal

Details

	· Date Of Birth: 31 May 1987

· Nationality: Pakistani

· Marital Status: Single 

· Dubai - Driving License
· NOC



