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ADMINISTRATOR
	Position: Accountant (Receivable/Payable)
	OPERATION EXECUTIVE
	

	Experience: 08+ Years,
	
	Educational Qualification: MBA
	
	

	
	
	
	
	

	Key skills: Accounts Receivable/Payable, Administration, Operation, Good Communication Skills
	

	
	
	Current Locations: Dubai-UAE
	
	

	Email: Muhammad.201818@2freemail.com ,  
Valid UAE DrivingLicense Holder
	
	

	
	
	
	
	
	


Seeking a challenging opportunities in an organization with goal to achieve success and to enhance my skills. To endeavor success to the best interest of organization’s goals.
PROFILE
· Competent and experienced professional with a proven track record on Accounts, operations, financial over 6 years.
· Demonstrated strong competencies in general accounting, accounts receivables /payables and auditing with developed skills in assessing accuracy of financial records whilst determining effectiveness of controls and efficiency of operations.
· Innate ability to strike a rapport with people from diverse backgrounds & mind sets and build strong & lasting relationships.
· Efficient leadership & people management skills in planning, prioritizing, scheduling & monitoring while motivating, mentoring, proactive resolution and skill upgrade of the team for performance excellence.
CORE COMPETENCIES
· Debtor’s Collections Financial Accounting  Internal Controls  Receivable/Payable Management
· Creditor’s Payments Management  Documentation/Reporting  Reconciliation Management
CAREER GRAPH
FAST FUTURE TRADING LLC (GROUP OF COMPANIES)
JAN 2015 – MARCH 2017 (2.3 YEARS)
DUBAI-UAE
Accountant (Receivable/Payable)
MINISTRY OF NATIONAL FOOD SECURITY & RESEARCH,
JULY 2007 –OCTOBER 2013 (6.4YEARS)
(MONITORING & EVALUATION CELL)
ISLAMABAD, PAKISTAN
Admin & Accounts Officer
PAKISTAN INSTITUTE OF MEDICAL SCIENCES,
MARCH 2005 – JUNE 2007 (2.4YEARS)
WHO / UNICEF PROJECT “NATIONAL ARI CONTROL PROGRAM” ISLAMABAD-PAKISTAN
Accountant / Assistant Manager (Operations)
EDUCATIONAL QUALIFICATIONS
	
	
	MBA (Banking & Finance)- Allama Iqbal University, Islamabad-Pakistan
	2007
	

	
	
	B.COM - Punjab University, Islamabad-Pakistan
	2004
	

	
	
	
	
	


COMPUTER SKILLS / SOFTWARE SKILLS
· FOCUS(International) ERP
· MS Office & Outlook Express
· Tally ERP
· SAP (Basic Modules)
SEMINARS / TRAININGS / CO-CURRICULAR ACTIVITIES
· International English Language Testing System (IELTS)
British Council of Pakistan (2012)
· Advance Project Management (APM)
Pakistan Industrial Technical Assistance Centre (PITAC)
PROFESSIONAL EXPERIENCE
FAST FUTURE TRADING LLC UAE
Accountant (Receivable/Payable)
JAN 2015 – PRESENT
Accounts Receivable /Payable Related Activities
· Manage and oversee the daily operations of the accounting departments.
· Resolves collections by examining customer payment plans, payment history, and credit line.
· Summarizes receivables by maintaining invoice accounts; verifying totals; preparing report.
· Preparing of Cash/ Credit Sales/ Purchase/Delivery reports on daily basis
· monitor customer account details for non-payments, delayed payments and other irregularities
· Create reports of accounts receivables, accounts payables, sale, and purchase
· Handling Payable accounts & Printing Cheques
· Petty cash maintenance and posting petty cash voucher.
· Preparing sales quotations for international customers and send them accordingly
· Also maintain Accounts Admin Responsibilities
· Arranging banking facilities for the company to like TR (Trust Receipts), LC, LBD (Local Bill Discounted).
MINISTRY OF NATIONAL FOOD SECURITY & RESEARCH,
(MONITORING & EVALUATION CELL)
ISLAMABAD, PAKISTAN
Admin & Accounts Officer
JULY2007 –OCTOBER 2013
· Reviewed and finalization of periodic financial statements of the division including various management reports;
· Preparation of budgets of foreign funded development project in the light of P & D Division / Finance Division;
· Preparation of budget of other components/attach departments of the Ministry keeping in view the available funding and other requirements and its subsequent revisions;
· Key point of contact for liaison with Ministry of Finance; Government of Pakistan for all matters related to grants;
· Preparation of payments requests liaison with Accountant General Pakistan Revenue for payment follow up;
· Coordinated internal and external audit;
· Coordinated and organized periodic workshops, meetings and seminars organized under the project;
· Reviewed and processing all the project related payments after due scrutiny;
· Responsible for book keeping and review of overall accounting functions of the division;
PAKISTAN INSTITUTE OF MEDICAL SCIENCES, ISLAMABAD-PAKISTAN WHO / UNICEF PROJECT “NATIONAL ARI CONTROL PROGRAM” ISLAMABAD-PAKISTAN
Accountant / Assistant Manager (Operations)
MARCH 2005 – JUNE 2007
· Responsible for processing of all payments, receipts and adjustment vouchers;
· Posted of all vouchers in applicable ledger accounts;
· Preparation of the project’s financial reports;
· Keep track of all advances released for local expenditure and complete necessary documentation for settlement.
· Supervised the work of supporting staff;
· Preparation of Bank Reconciliation Statements.
· Responsible for the monitoring visits at field offices.
· Coordinated internal and external audit activities and support/facilitated auditors;
· Provided administrative assistance to several hospital committees and sub-committees meetings.
· Documented receipt of official documents and updating the hospital database with new information
· Maintained office equipment and supply of stationery, and ordered repairs and servicing of machinery as required
· Answered telephone in a polite and professional manner, directing calls where appropriate.

PERSONAL DETAILS
	
	Date Of birth
	:
	09th Aug 1981
	
	Nationality
	:
	Pakistani

	
	Gender
	:
	Male
	
	Marital Status
	:
	Single

	
	Religion
	:
	Islam
	
	Language Know :
	English, Urdu



