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	EDUCATION


	Academics
	Institution
	Year
	Division

	B.COM (Accounts)

 Bachelor of Commerce
	University of Peshawar Pakistan.
	2012
	1st

	D.COM  (Accounts)

 Diploma in Commerce
	Board Of Technical Education Peshawar Pak
	2009
	1st

	S.S.C (Arts/General Skill)
	Usmania Model School
	2007
	1st

	DIT      (Computer)      

Diploma information Technology
	Boar Of technical Education Peshawar, Pakistan
	2011
	1st


	WORKING EXPERIENCE


	3 years Experience    ( Dubai, UAE)
Lootah Group of Companies Dubai UAE.
Assistant Accountant/Administration Supervisor  
 1:Responsibilities Accounts
· Analysis of transaction and posting to journal, Ledgers

· Set up of invoices for the payment
· Direct invoices and Project Invoices Preparation and follow-up
·  Entry of invoices in ERP

· Accounts Payable Follow up

· Accounts Receivable Follow up

· Customer’s Accounts Control and Statement of Accounts

· Credit and Debit Memo to Customers and Vendors

· Reconciliation of Bank Statement with Company Statement

· Receipt and issuance of Purchase order

· Receiving of Quotations well arrangement of Quotations
· Preparation of Statement on Request of Customers and Vendors

· Preparation of Final Statements

· Analysis of Accounts and Final statement

· Petty Cash handling for misalliance Expenses
· All other Miscellaneous matter Related to Accounts can be easily handle 

· A good team player and able to work in pressure

· Ability of handling and supervision of the staff 

· Very Fast Learning Ability and Confidence

2:  Inventory control / Distribution / Stock Analysis
· Preparation of Stock & Consumption Report

· Distribution Report and timely Arrangement for Multi Distribution

· Analysis of Stock, Requisition of Stock

· Customer’s LPO’s and Follow up Customer’s Queries

· Arrangement of Delivery to Different Sites and Locations
 


	International Accounting Skill


	· Tally Accounting Software
· Peachtree Accounting Software
· Quick book Accounting Software
· Ms Dynamic GP(2013)



	 COMPUTER SKILLS


	· MS Offices (MS World, MS Excel and MS Outlook).
· Advance Hardware of Computer
· Microsoft Windows 2000 / NT / XP/ MS Windows 7.
· Internet (Ms Outlook2007,Gmail,Yahoo,WhatsUP,


	Car License(Light Veh)


	 OBJECTIVE


	Bearing a strong academic & professional background with a compelling ambition for learning & growth, I want to become a dynamic & brisk member of an established organization & there by contribute to the organization goals.


	PERSONAL

	· Can show Group Leadership with Dedication & Commitment to the Task Assigned. 

· Worked for the Department Development Programs, Seminars, Workshops and Short Courses. 

· Good interpersonal skills to mix with people from various Nationalities, Cultures and Educational backgrounds.

	LANGUAGES

	
	Read
	Write
	Speak

	English
	Excellent
	Excellent
	Excellent

	Arabic
	Medium
	Medium
	Beginner

	Urdu/Hindi
	Excellent
	Excellent
	Excellent


