Muhammad

Muhammad.168172@2freemail.com  
Objective

Believe in putting dedicated hard work and robust performance to accelerate with optimistic approach with my skills and abilities for the progressive growth of my career and the organization.
Professional Experience

Current




Universal Business Equipments (Pvt.) Ltd.

Karachi.                                                           

Junior Finance Officer 

· Accounts Receivable & Payable Follow Ups.

· Making Bills & Invoicing.

· Daily Cash and Bank Report.

· Bank Reconciliation Report.
· Monthly Make Staff Salary.

· Maintain Cheque Register With Running Balance.

· Monthly Sales & Sales Tax Report.

· Prepared, Posting Vouchers & Maintain Ledger.

10th Aug, 2010 – 1st Mar, 2012

Essa Tiles





Karachi.
Inventory Controller
· Reconciliation Report.
· Daily Cash and Bank Report. 

· Maintain Cheque Register With Running Balance.

· Annual Expense Report.

· Accounts Receivable & Payable Follow Ups.

· Prepared, Posting Vouchers & Maintain Ledger.
6th Nov, 2008 – 1st July, 2008

Multiserve (Pvt.) Ltd.




Karachi.
Accounts Assistant
· Reconciliation Report.

· Daily Cash and Bank Report. 

· Maintain Cheque Register With Running Balance.

· Annual Expense Report.

· Accounts Receivable & Payable Follow Ups.

· Prepared, Posting Vouchers & Maintain Ledger.
5th Sep, 2006 – 5th Nov, 2008

Digits & Bytes (Pvt.) Ltd.




Karachi.
Accounts Assistant
· Reconciliation Report .

· Cash and Bank Report. 

· Making Bills & Invoicing. 

· Petty Cash Register.

· Monthly Sales & Sales Tax Report.

· Accounts Receivable & Payable Follow Ups.

· Prepared, Posting Vouchers & Maintain Ledger. 
Education

Appearing II



Federal Urdu University Karachi



Karachi

B.Com 
Bachelor Of Commerce 

2010




Private Intermediate Board



Karachi

I.Com

Intermediate Of Commerce
 2003 




Govt. Dehli Boys Secondary School 



Karachi

Metric

Matriculation Computer Science
Certificate 

Certificate Information Technology (2001-2002)
AIM Tech Computer Center Karachi.

Certificate Course MS Office 2000 (2005)
Farooq-e-Azam Computer Institute Karachi 
Computer Skills
Peach Tree and Quick Book Software.

Photoshop.

Corel DRAW. 
Internet Applications.

Hardware and Software
References*
*Additional information available upon request
