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JAHAN 
JAHAN.23955@2freemail.com 
CAREER OBJECTIVE:
  Seeking a position in Accounts & Finance with a reputed organization where my potential matches the organizational growth and   contributes for the achievement of my career and equips myself with rich skills, hard work.
CAREER PROFILE:
· 2 years of experience in accounts with a reputed organization in UAE.

· Well versed in Tally & MS Office applications.

· Proficient, prearranged and detail-based professional with extensive knowledge in accounting functions.

· Can handle accounts up to finalization.

· Highly adaptable to change in a constantly changing environment.
· Outstanding written and spoken communication skills.

· Highly dependable, cautious, principled and loyal.

· Inter personnel skills for constructive teamwork.

· Original in the completing projects, efficient in multi-tasking and submitting projects within deadline periods.

· Highly adaptable in computer designing.

·  Outstanding in Arctic filed. 

· Outstanding experience in computer filed.
EXPERIENCE:
1. AL MUBARAK TENTS FIX (Sharjah U.A.E).
              AS Accountant + Office assistant [May 2009 – Till Date]
DUTIES ASSIGNED IN AL MUBARAK TENTS FIX. :-

i. Prepare the monthly expenses & income sheet.

ii. Prepare the monthly salary records for workers.

iii. Responsible to pay the salary to the workers.

iv. Responsible to prepare the quotations.

v. Responsible to maintain the stock.

vi. Call to customer regarding the quotation.

2. SHEIKH CHEMICALS (PAKISTAN)

AS Head of store {June 2006 to June 2008}
DUTIES ASSIGNED IN SHEIKH CHEMICALS: -

i. Maintain the stock level.
ii. Register the entrée of stock work
iii. Register the exiting of stock

3. THE BANK OF PUNJAB (PAKISTAN)

AS TRAINEE (June 2008 to September 2008)

DUTIES ASSIGNED IN THE BAK OF PUNJAB: -

I. All the sort of cash receipt, payment & transfer entries into the system

II. Preparation and responding of OBC / LBC

III. Preparation and responding of all short of clearing  (inward / Outward)

IV. Customer services as balance inquiry filling deposit slip account statement

V. Sorting of cheque books, demand draft, payment order, CDR, NDR, and loose cheque.

VI. Voucher safekeeping and maintaining voucher register as well as voucher movement register.

ACADEMIC QUALIFICATION:
 
· B.Com under University of the Punjab Lahore Pakistan.
· I.Com under Islamia College Faisalabad Pakistan.

· Matriculation private Faisalabad Pakistan. 
· Textile under The rehman college of Faisalabad Pakistan.
LANGUAGES:
· English +Hindi + Urdu + Arabic (reading)    
TECHNICAL QUALIFICATION:
· MS Office (, MS FrontPage, MS Access, MS Word HTML, MS Excel, MS PowerPoint)

· MS DOS

· Adobe PhotoShop

· Coral Draw

· In page Urdu

· Microsoft Windows (WIN95, WIN98, WIN2000, WIN XP)

· Internet (WORLD GLOBEL SERCH)

· AutoCAD (2D & 3D) 

PERSONAL PROFILE; 
· Date of Birth

: 22.07.1986
· Nationality

: PAKISTAN
· Marital Status
: Single
· Visa Status

: employment visa. 
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