[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



[image: image3.png]



CV No: 1311012
Mobile: +971505905010 / +971504753686 

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
	

	
	

	To pursue a career that leads to professional and personal development in a dynamic organization that values its human resource and rewards performance.
	


	Education


	Particulars
	Institute / University
	
	Year

	B.Com


	University of Karachi
	
	                                          1998

	Secondary School Certificate Examination 
	Board of Secondary Education Karachi
	
	                                          1995

	
	
	
	


	Work Experience

	United Arab Emirates
Organization: Furniture
Organization Type: Furniture Company
Position: Accountant & Secretary
Period: August 2010 till August 2013
Dubai - UAE
Job description:
· Working as accountant and secretary.
· Preparing daily accounts, purchasing, delivery orders, sales invoicing, and petty cash expenses.
· Preparing final accounts and reports at month end.
· Keeping track of inventory and taking physical inventory every two months.
· Doing all correspondence by email, faxes and telephone calls. 
· Coordinating with suppliers (Local & International) for prompt delivery and arranging payments on time.

· Follow up for sales collection and coordinating with sales staff and customers.
· Keeping all the office files updated.
Pakistan
Organization: Tradekey.com
Organization Type: B2B Portal
Position: Sales Associates
Period: Mar 2010 to May 2010
Karachi - Pakistan
Job description:

· The company is a B2B portal. China was our main market. Our job was to provide potential buyers for our customers product and give him full exposure on web.

· We analyze the customer product, his current product market and offer him subscription package according to exposure he needs.
Pakistan
Organization: Tahafuz Security
Organization Type: Security provider
Position: Escort Officer
Period: Sep 2009 to Feb 2010
Karachi - Pakistan
Job description:

· Worked as escort officer. 
· Main job was to give assistance to escort guard on truck and make sure all the shipment reach the destination safe and sound.

· Our system was integrated with cell phones and internet. Every escort guard was coordinated by cell phone and all the reports were on internet hourly to higher authorities.
· Make sure every escort guard is provided with cell phone in good condition.
United Arab Emirates
Organization: Wide Angle Energy Solutions
Organization Type: Power Generator Rental
Position: Accountant and Logistics
Period: Jan 2008 to Apr 2009
Dubai - UAE
Job description:

· Worked as accountant and logistics in generator department.

· The company was engaged in purchasing and rental of power diesel generators.

· Main job was to supply generator as per customer needs, arranging generator, transporting and deploying at the customer site.

· Periodically maintaining all the generators by replacing different filters and lube and cleaning.

· Invoicing customers and follow up for collection.
United Arab Emirates
Organization: Seven Stars Events & Productions
Organization Type: Event Management & Generator Rental
Position: Admin & Logistics
Period: Oct 2006 to Dec 2007
Sharjah - UAE
Job description:

· The company was engaged in events business and generator rental. 

· Worked as store incharge for light sound and truss equipments.

· Later worked in generator department as logistics officer.
· Dispatching generator as per customer order.

· Periodic maintenance of generator and keeping all generator insurance with insurance company.
Saudi Arabia
Organization: Zahid Heanor
Organization Type: Transport Company
Position: Junior Accountant
Period: Sep 2002 to May 2005
Jeddah - Saudi Arabia
Job description:

· Worked as junior accountant.
· The company was engaged in land transport business in Saudi Arabia.

· Later worked as payroll accountant using AS400 payroll system.

· Updating sales and purchases invoices in system.

· Looking after filling, bank reconciliation and other office work.
.




	IT PROFICIENCY

	

	· Proficient in Microsoft Office (Word, Excel) 



	Personal Information

	· Marital status:   Married
· Date of birth:    8th June 1975
· Nationality:       Pakistani
· Sex:                  Male

· Languages:      Proficient in English and Urdu (both verbal and written)
References 

     If requested will be pleased to furnish.
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