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To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

         http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
OBJECTIVE
To seek challenging opportunities in an organization that encourages employee growth and career development.

CAREER PROFILE
With more than 3 Years of comprehensive accounting, finance and administration experience and recognized for ability to identify change of actions to reduce cost, enhance quality, and increase margins. Responsible in financial reporting, accounts payable, payroll, accounts receivable and general ledger.
EDUCATIONAL QUALIFICATIONS

2014- Studying     CMA (Certified Management Accountant)

                              From CUCA University, Dubai (USA Certification)
2009-2011

Bachelor of Commerce
From the University of Punjab Lahore Pakistan

2007-2009

Inter In Commerce 



From the Intermediate Board of Education Gujranwala Pakistan   

2005-2006

Secondary School Certificates
From the Secondary Board of Education Gujranwala Pakistan
DRIVING LICENCE

Having valid UAE light vehicle driving license
PERSONAL INFORMATION

Nationality                                   Pakistani

Date of birth

           
06.09.1990

Marital Status
             
Single

Visa Status



Student Visa
WORK EXPERIENCE

2013-2014   Golden Transaction Following L.L.C Abu Dhabi UAE as Admin 

                    Assistant/ Accounts Asst.
The company engaged in construction hospitality and services I have got 3 years of comprehensive accounts experience and worked as admin assistant during my working experience. My major job responsibilities include:
· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Provides information by answering questions and requests.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.

· Update and maintain books of accounts on a timely basis in adherence to appropriate accounting standards and controls. 
· Preparation of journal entries. 
· General hr duties, payroll preparation and distribution. 
· Provide all required information to the auditors for the interim, internal, and external accounts review and yearend audit providing the details and supporting schedules needed. 
· Ensure timely follow up of accounts receivable and payable.
· Audit of uncollected billable charges of customer
· Follow up on customer payments and develop relationship with customer’s accounts department
· Reconcile customer accounts
· Prepare Daily Cash Balance report
2009-2012     ZA Trading & Mills LLC Gujranwala Pakistan as Admin Officer/ 
                      Accounts Clerk
Company was engaged in production and distribution of trading of grains as well commodities like FMCG. MY major job responsibilities include:
· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.
· To receive and process all invoices, expense forms and requests for payment.

· Verify calculations and input codes in to the Accounts system in an accurate manner. 

· To maintain and reconcile the Direct Debit mandates.

· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.

· To ensure all filing is done in a timely and accurate manner.

· Prepare cheques for payment. 

· To ensure that all post is sent daily.

COMPUTER SKILLS
· MS Office applications

· Command on Peachtree Deck easy Quick books and Tally

· Working skills on ERP system Sap, Oracle, Microsoft Dynamics
· Certificate of CCNA - Cisco certified networking association
SKILLS & COMPETENCIES
· Ability to read, count, and write to accurately, complete all documentation.

· Ability to interpret written guidelines and legal documents 

· Have the ability to work independently and possess very good organizational  and analytical skills Ability to interpret written guidelines and legal documents 

· Excellent MS Office Skills

· Keen for new experience, responsibility and accountability.

· Self-driven, results-oriented with a positive outlook, and a clear focus on high  quality and business profit

· Have the ability to work independently and possess very good organizational and analytical skills
INTEREST
Internet Surfing & Cricket 
References will be provided upon request.

