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Admin Assistant/ Revenue Collection & Revenue Accounts Officer
General Supplier/Traders 

	

	
	
	


career summary
· 9 years experience in Telecommunication sector of Collection Officer & Accounts

· 3 Years experience of Administration or secretarial activities.
· General Supplier with the experience of sale & Purchase of different items
· Extensive knowledge and application of SAP (FICO), Tally and MS Office software.
Core competencies

	Revenue Collection & Revenue Accounts
	Administration /Office Assistant

	Telecom Bill Generation  
	Trading

	SAP End user, Tally End user
	Communication  


Certificates & Trainings
· S.A.P FICO module

· Spoken & written English Course (Apr-2000 to June-2000)
· Noting & Drafting Training from Secretariat Training Institute
· English Special Diploma from NUML
· Computer Course (DOS, Windows, MS Office, Typing Tutor)

· Spread Sheet Analysis (MS Excel) course from Pakistan Computer Bureau

PROFESSIONAL EXPERIENCE 

Administrative Assistant (2003 To 2006) 
National Telecommunication Corporation

· Creating and maintaining electronic and hard copy filing system; locating documents for staff members; and filing documents in their corresponding location.

· Responsible for responding to general assistance emails, attaching files to messages, answering letters and distributing correspondence to the director. 

· Frequently operate fax machines, phone systems and other office equipment.
· Schedule and coordinate meetings, appointments and travel arrangements for Director.
· Maintain office supplies for department.

· Maintain Medical of all employees; keep record of their medical according to medical policy.
·  Ensure efficient client services and provide support to administration staff. 
Assistant Revenue & Accounts (2006 to April-2015)
National Telecommunication Corporation

· Perform multitasking. To conduct bookkeeping, accounting, Collection Recovery, inventory control, and clerical/administrative functions. 

· Serve as a bookkeeper and an accountant. Assist with budget preparations; handle accounts; make bank deposits; Managing Daily Cash flow, maintain ledgers; pay bills; prepare financial statements and reports; Bank Reconciliation; Handle Petty Cash; perform AR; reconcile bank account; set up cash box for office expenses; collect funds; assist travelers in balancing their receipt books; assure expenditures are in accordance with code balances for item acquisition; keep the management informed as to the balances of internal accounts; and prepare payroll. 

· Responsible for field collections and performed associate duties.
· Responsible for payment scheduling and create contact with the sources to locate debtor.

· Maintained good relationship with clients, debtors, other sources and attorneys.
· Contributing in decreasing the flow rate achieve the unit targets.

· Raise customer service issues to supervisor and collections.

· Collecting overdue and over limit amounts from Customers who failed to meet due  

dates to.

· Interface with the customers and handle inquiries completely and accurately.

· Maintain highest customer satisfaction; provide product and service information,

resolve customer complaints and problems to the satisfaction of the customers.

· Provided information to people on collection rules, regulations, policies and laws.

· Credit Management, Invoice Processing, Cash Receipting/Payments and Reporting on SAP module.
· Evaluated the present situation and status of every case and suggest proper action to be taken.

· Collected information and prepared reports.

· Maintain files on all account receivables and update records as required.
Manager General Trading (2013 to April-2015) 

Khan Traders, I & R Communications (Personal Business)
Rawalpindi, Pakistan 
· Plan and execute the company direction and growth.

· Develop strategy and business plans in line with each Client's requirement.

· Deliver outstanding sales growth by increasing business with existing Clients and developing / fostering new ones.

· Maximize client satisfaction and are well serviced.

· Ensure that the Client's interests are vigorously protected by supervising contract compliance, royalty reporting, collections, branding and product approvals.

· Develop close relationship with retailers, developing trade marketing / brand promotion plans

· Set budgets and targets and to monitor the company's performance.
· Maintaining adequate inventory levels, ensuring future items/parts availability.
	· Working with the service department, collision repair shop and wholesale account representatives to ensure inventory is available when needed. 
	

	Professional & ACADEMIC Qualification
2015 (Result awaited):
University of Punjab, Lahore Pakistan
Bachelor’s Degree in Economics 

key skills
· Responsible for field collections and performed associate duties.
· Extensive knowledge and application of SAP (FICO) and MS Office software.

· Invoicing & Recoveries of Webhosting Service, VSAT joint ventures, Circuits. 

· Excellent verbal and written communication skills Knowledge of good office practices and procedures gained through several years of relevant experience. 

· Accurate and methodical approach to all work responsibilities and tasks. 

· Very adaptable with experience of working in a wide variety of environments with the ability to quickly learn new skills and knowledge.


	


Personal information
	Nationality:

Date of Birth:

Languages:

Driving License
	Pakistan
10th March, 1980

English, Urdu/Hindi, Punjabi

International License from Pakistan (2005)
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