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	Current Address

Deira, Dubai UAE
Contact

   Mob: UAE +971 50 438 6761
E-mail: m.ramzan.mushtaq@gmail.com
	

	
	

	Personal Information
Emirates ID
35201-9759596-8
Date of Birth
Nationality
Marital Status
Visa status
April 27th, 1990
Pakistan
Single
Residence visa of UAE, Business visa of KSA.


	Profile
Objective

As an accountant and administrative manager with over 4 years of experience, I bring with me a keen ability to manage accounts, admin, payable management, Bank reconciliation, payroll management related tasks and remove any discrepancies. Budgeting and analysis are my forte and I am quite familiar with the major financial applications and software used in the industry. Team work and meticulousness help me solve problems easily.


	Academic Qualifications
2014
Master in Business Administration – MBA 
Comsats institute of information and technology. 
2012
Bachelors in Business administration – BBA (Hons)
Riphah international university
2008
Fsc
Board of Intermediate and Secondary Education (BISE), Rawalpindi


	Key Skills

· Proficient in MS Word and MS Excel,
· I have an experience of Open ERP.
· Excellent Administrative and Accounting knowledge

· Proficient in accounting software

· A confident and enthusiastic communicator with high moral standards and personal integrity
· Good interpersonal, presentation and communication skills
· Capable of problem solving, decision making and stress & time management. Good team player
Computer Languages, Tools and Technologies:
· Good understanding of MS-Office (Up to 2010).
· Windows 98, 2000, 2008 Server, XP, Vista, Windows 7, Windows 8 SQL Server.



	Professional Experience

November 2014
To

Present
Admin and Accounts executive
PHD Network solutions LLC. Dubai UAE
Job Responsibilities include:

· Record and accounts for daily transactions, ensuring accuracy and completeness of required files and supporting documentation serving as evidence of transactions.

· Ensure sound cash management of local bank accounts and maintains petty cash fund.

· Process cash disbursements in accordance with financial management policies and established approval levels.

· Responsible for full accounts payable function from procurement through payment of invoices.

· Process employee expense reimbursements.

· Perform month-end closing and year-end duties such as reconciliations, VAT reimbursements, inventory lists, etc.

· Provide assistance to program staff and project budget preparation.

Office Operations/Administration
· Responsible for all matters related to the operations and administration.

· Ensure registration requirements are kept current at all times and files statutory returns and renewals.

· Oversee administration of human resources, including but not limited to, maintaining personnel files, assisting with recruitments and orientation procedures, purchasing and maintaining adequate health and other insurance policies, etc.

· Manage local information technology contract ensuring infrastructure needs are met, including properly functioning IT equipment, routine maintenance, security over IT (anti-virus software and regular backups).

· Maintain finance and administration files.

· Carry out any other tasks as assigned by the Director, Field Office Finance and Administration.


	

	October 2013
To

November 2014
Assistant accounts manager
Nteico general trading Dubai, UAE.
Job Responsibilities include:

· Assist in developing the function’s strategy and plans and ensure that they are closely aligned with the entity’s overall strategy and objectives and the entity’s specific requirements.

· Supervise the analysis, summarization and maintenance of general ledger accounts and develop the chart of accounts for the entity.

· Oversee the compilation and validation of the integrated accounts payable information for all functions of the entity.

· Oversee the daily operations of the function including review of all payments, processing related to suppliers and maintenance of payment records and fixed asset register.

· Manage the cash flow of the entity.

· Liaise with external auditors and third party advisors and support the year-end financial audit, providing consolidated statutory accounts and audit files where required by external auditors.

· Oversee and manage monthly payroll administration activities to ensure that all payroll transactions and deductions are properly accounted for.

· Review and approve all monthly payroll transaction in order to ascertain that all payments are accounted for in the financial system.

· Oversee, review and approve release of all payroll activities such as employee termination benefits (e.g. final settlements, pension payments, claims etc. while ensuring alignment with the entity’s Human Capital policies and other applicable labor laws.
October 2011
To

May 2013
Customer sales representative
Muslim commercial bank limited Pakistan.
Job Responsibilities include:

· Listen and respond to customers’ needs and concerns

· Provide information about products and services

· Take orders, determine charges, and oversee billing or payments

· Review or make changes to customer accounts

· Handle returns or complaints

· Record details of customer contacts and actions taken

· Research answers or solutions as needed

· Refer customers to supervisors, managers, or others who can help
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