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Profile

· 3 years experience of Sales, Accounts and hospitality management. 

· Well experienced in A/R, A/P, Account statements. 

· Having light vehicle Dubai driving license. 

· Highly creative, competent & motivated. 

· Strongly commercial and have exceptional attention to details. 

· Ability to produce high quality work with minimum supervision. 

· Recognized for in-time completion of projects. 

· Learning Attitude. 
Work History

Assistant Manager Restaurant,
Hawasaana Restaurant LLC, Dubai (from may-2012 to till yet)
Admin and sales officer,
Kopcke Global B&S, Afghanistan
Experiance

As Assistant Manager Restaurant
· Making daily sales and cash reports and reconciling individual bills with E-POS generated report. Arrange bank deposits, pest controls and grease traps according to company policy. 
· Coordination with accounts department regarding staff payrolls, visa and training courses. 
· Making daily orders to suppliers for raw material required in the restaurant, monitor closely daily consumption and implemented controls whether are they working properly. 
· Making sure customers are getting best value against their spent amounts. 
· Working with chef and recommending new dishes to management for customers menu. 
· Interacting customers nicely and getting their feedbacks. Identifying problems and resolving them. 
As Admin and Sales Officer
· Taking orders from customers, arranging supplies and deliveries. 
· Issuing invoices of the base of Goods Delivered Notes. 
· Reconciling own records with customers and identifying deficiencies and taking measures to let in happen in future. 
· Handling returned goods from customers and issuing credit notes according to company policies. 
· Following up payments politely if invoice are unpaid after due dates 
Education

	Degree
	Qualifying year
	Major subjects

	B. com(Part 1)
	2011
	Accounting, Taxation, Banking

	D. com
	2010
	Accounting, Economics, IT


	Matriculation
	2008
	
	Math’s, General Science, Arts

	Studies In Progress
	
	
	

	
	
	
	

	•  B. com (Part 2)
	
	From
	Virtual University.

	Technical Skills
	
	
	
	

	
	
	
	

	•
	Office
	:
	MS Office(MS Excel, MS Word)

	•
	Tally
	:
	Experience on accounting software.

	•
	Others
	:
	Internet & Email Applications


Personal Information

	Nationality
	:
	Pakistani

	Date of Birth
	:
	22- August- 1991

	Status
	:
	Single

	
	
	

	
	
	

	Religion
	:
	Islam

	Visa Status
	:
	Work Visa

	Languages Known
	:
	English, Urdu, and Hindi
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