
CV No: 1061190
Email: cvdba15@gmail.com
Mobile: +971505905010 / +971504753686
PROJECTS:

· (August 2011 to till the date). Leading Company Dubai. UAE
· (March 2010 to July 2011) HNR Company (Pvt) Ltd (Haier Home Appliances Company) Pakistan.
· (February 2007 to February 2010) Frontier Pharmaceutical (Pvt) Pakistan.
WORK EXPERIENCE:

      COMPANY 
  :   Leading Company. UAE

      Position
  :  Accountant General 

      Duration
  :  August 2011 to till the date







Job Description:  

Accounts:

· Monitoring cash , maintaining and recording smooth cash on daily basis
· Updating daily sales of all tours with reconciling cash sales and sales on credit cards.

· Coordination with existing multiple banks for daily transaction.

· Checking credit cards to assure all transaction are effected with bank statement.

· Preparing schedules like, Provisions, Accruals, Prepaid and outstanding payables and receivables.

· Preparation of monthly reconciliation like, Bank reconciliation, Debtors and Creditors reconciliation

· Budgeting & costing for tours.

· Insurance declaration for cars.

· Preparing monthly Final reports
Operation:

· Preparing job cards for safari, Dubai city tours & other long tours.

· Planning and coordinating promotional campaigns with the local and abroad agents.

· Arrangement & Managing the tours and hotels bookings and transportation and hotel transfers.

· Arranging & handling transportation for tours (safari, Dubai city tours & other long tours).

· Handling groups.

· Design different kind of packages for customers.

Administration:

·   Provide current and prospective employees with information about policies, job duties, working  Conditions, wages, opportunities for promotion and employee benefits

· Investigates and reports on duty accidents for insurance claims purposes

· Visa Processing, employee files and handling administration of the company.

· Managing company outlook, receive/ forward/ reply emails, receiving and distributing faxes/letters from post box, couriers, answering phone calls, filing, typing letters and memos, purchasing office stationary, greeting visitors, mailing, arranging for couriers.

· Renew visas, labour cards and IDs of employees, company trade licenses

COMPANY:  HNR Company (Pvt) Ltd (Haier Home Appliances Company) Pakistan.

Position       :   Accountant

Duration      :   March 2010 to July 2011

Job Description:

Accounts:

· Maintaining all the books of account.

· Maintaining, Compiling & Updating JRVs, BPVs, FTVs & BRVs into G.P & maintain record 

· Preparing journal entries

· Prepared bank accounts and general ledger accounts reconciliations for the company

· Submitted employee expenses for reimbursement, prepared daily cash vouchers.

· Managing payroll of the employees.

· Maintaining the Accounts of supplier & clients

· Responsible for debtors / creditors monthly reconciliation.

· Preparation of Funds Requisition Sheets for duty payments

· Reported to the Chief Auditor who was Acting Finance Director.

· Attending internal and final audit.

Commercial (Import & Export):

· Preparing import and export documentation.

· Planning and scheduling the collection of shipments from the supplier till delivery to the customer and filing compliance documentation for import and export.

· Preparing shipping documents such as Commercial Invoices, Packing Lists, Certificate of Origin etc and Applying Letter of Credits, Import-Export Clearing Documentations.

· Assisting Procurement Manager by preparing and sending correspondace, price negotiation, preparing sales contracts, notifying termination of contracts, renewal of contracts etc.

· Providing customer information about status of shipments, delivery, availability of goods, arranging for payment collections, checking bank transactions etc.

· Preparing weekly sales report and updating stock position.

COMPANY :  Frontier Pharmaceutical (Pvt) Pakistan

Position
   :  Accountant

Duration
   :  February 2007 to February 2010
Job Description:

· Submitting day-to-day reports, such as daily bank balance, Sales Collection, receivables  &payables & PDC details

· Banking / Attending for deposits & withdrawals.

· Handling Petty cash.

· Monthly Reconciliation

· Bank Reconciliation

· Debtors and creditors

· Updating the computer software with day today transactions.

· Preparing Cash & Bank receipt & cash & Bank payment. Issuing Debit note & Credit note & passing Journal Vouchers.

· Managing payroll.

· Preparing payments schedules as per the credit terms defined and arranging the payment as per availability of funds.

· Checking & approving of all incoming & outgoing stocks (Sales invoices, Purchase invoices, and Stock transfer requests.)

· Preparing the Trial Balance, P/L Account, Balance Sheet
EDUCATIONAL QUALIFICATION:

· M.Com (Accounting) from University of Peshawar (PAKISTAN) 

· B.Com  (Accounting)  from University of Peshawar (PAKISTAN)

· F.sc from BISE Peshawar

· Matric from BISE Peshawar

  Major: Business, Economics, Accounting.
IT SKILL:

· Quick Books  

· Peachtree Accounting

· System Software’s, Ms Excel, Ms Word, PowerPoint

· G.P Software 

· Internet +Hardware + Installation
  
Personal Details

Present Address         
      : Dubai

Date of Birth              
      : 30-09-1988

Nationality

      : Pakistani.

Languages Known
      : English, Urdu & Pashto

Visa status

      : (Accountant General) 

Driving License

      : Light Vehicle  

Reference: if required.
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