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To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc        
______________________________________________ 
Career Objective:
                            With an experience of nearly 6 years in Accountant & Assistant Accountant skills, focus is mainly to get a Accounts and Assistant accountant position in a progressive, forward looking and professional organization on a long-term basis and grow within the company by putting in use the best of my experience, skills and education.
Professional Experience 

travels and tourism  LLC Dubai 
2012 to 2014:  
Position:  Accountant 

Accountant Duties and Responsibilities 
· Book Keeping

· Payroll Administration

· Account payable
· Account receivable
· Collection / payments Arrangements

· Cash Allocation

· Petty cash handling
· Manuel accounts recording 
· Monthly income & expenditure Account maintaining

· Invoice making and recording, submitting, clearing

· Quotation Preparing 

· Purchase order Preparing 

· Bank & Statement reconciliation

· Documentation All Papers

· All application work 

· Managing Operations

· Filing record properly

· Salik Account Maintain & Check

· Collect time sheets calculate hour  
· Using automated accounting systems for data input and to obtain reports.
· Responsible for maintaining accounting ledgers and performed account reconciliation.
· To maintain the status of funds.
· Performing account analysis and account research.
· To process accounting transactions.
· Responsible for expenditure and collection transactions.
· Handled customer inquiries, researched problems and developed solutions.
· To train the junior accounting clerks.
· Researched problems and processed corrected payments.
· To maintain records of payment information.
· Managing vendor accounts, generating weekly on demand cheques.
· Handling payroll of 200 employees’.
Mobilink (Jazz) telecom   Pakistan

Jazz  service  Representative + Accounts :                                                  2009 to 2012
Duties:
· Sales executive 
· Preparing sales invoices & the upkeep of an accurate accounts filing system.

· Preparation and input of month end journal vouchers. 

· Inputting, matching, batching and coding of invoices. 

· Debtor and Creditor reconciliations.
· Responsible for financial accounts including budgets and cash-flow.

· Supervising junior financial staff. 

· Responsible for KPI analysis and evaluation of costs and margins.

· Conversant with PAYE and VAT reconciliations.

· Conducting regular business reviews of financial performance.

· Proactively identifying business improvement opportunities.

· Fixed Asset accounting, reconciliations and depreciation journals.

· Ensuring that information is accurately collated & entered into systems.

· Preparation of bi-weekly invoice and expense claim payment runs.

· Assist in the preparation of monthly balance sheet account
· Sim restoring  blocking change of ownership and Change net work 
· Welcome calls  to new customers 
Internship Experience:


Three months



Punjab Bank  Pakistan 
· Account opening

· Credit

· Clearing(inward , outward)

· Demand Draft and pay Order making and Recording

· Foreign Currency book handling Currency book handling

· Deposit voucher filing 

· Good dealing with Bank Customer

Computer Skills

· Well grip on MS Office XP 2003 and 2007

· Internet skills Downloading uploading searching ,using

· Window xp,7,vista understand

· Fourteen  month course in computer application for business (CAB)
· MS-Word, MS-Excel, MS-PowerPoint, Ms-paint, Internet Research work.
Operating software skills 

· Sabre air line ticketing Reservation

· Galileo air line ticketing  Reservation 

· Tally 

· Pituitary

Personals details
· Date of Birth


:
04/06/1980

· Place of Birth


:
(Multan) Punjab, Pakistan.

· Religion 


:      
Islam

· Gender


              :             Male

· Marital Status


:      
Single

· Languages skills 

:      
English, Urdu, Hindi and Punjabi

· Visa status                                 :             labour card  
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