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Objective
        An ambitious, enthusiastic and adaptable individual with a keen eye for detail and flair
For accounts. I have wide exposure of cash-flow statements, income statements, balance

        sheet, budget reports, cost analysis etc. Being highly organized, I have proven track record

of meeting the deadlines, efficiently prioritizing and handling multiple tasks.

Key Skills 
· Ability to work with accuracy under pressure and with minimum supervision.
· Ability to identify clients’ needs, suggests appropriate solutions, establish and maintain productive relationships.
· Ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity and excellent communication and negotiation skills and ability to communicate effectively orally.
· Strong points of my personality are flexible, initiative, extrovert, optimist, quick learner, self- motivated.
·  Analytical thinking, planning.

· Accuracy and Attention to details.
·  Organization and prioritization skills.
· Problem analysis, use of judgment and ability to solve problems efficiently.
· Deals with internal and external customers at all levels via telephone and email, to ensure successful communication via actively listening and probing questions.

Professional Experiences
Ardin Realty Brokers (Dubai, UAE)                                                                                               
May 2015- up to present
Real Estate and Land Broker   

Key Responsibilities:
· Lease/Sale out all kind of Residential and Commercial property in specific areas of Dubai
· Covering the area of Tecom and Jumeirah Lake Towers

· Direct interaction with customers of different nationalities

· Fulfil all the requirements of customers according their demand

· Dealing with different property managements

· Generate list of properties in CRM with complete descriptions and location 

· Act as an intermediary in negotiations between buyers and sellers over property prices and settlement details and during the closing of sales.

Levi’s Store Fab. (Franchise of Levi’s Strauss Pakistan)                                           
(Sep, 2008 to Mar, 2015)                                                                                          
Accounts Executive 
Key Responsibilities:
· Managing Accounts receivables and Accounts Payables of the Project and maintaining up to date record of Suppliers & Sub contractors accounts.

· Preparation of cheques & online transfers & ensuring that all payment documentation is correctly processed for payments and authorized & payment is processed & released after final approval from the management.

· Checking Supplier invoices, purchase orders and delivery orders and posting in Tally ERP9 and Ms Excel.
· Bank reconciliation Statement, posting and balancing.

·  Managing sales and cost accounts.

·  Managing payroll of employees.
· Follow up daily dispatch, rejection and replacement of product. Assisting Accounts Manager in preparation of monthly Management Report.

· Preparation of documents required for auditing by the auditors.

· Interact with internal and external auditors in completing audits.

· Providing all kinds of Accounting & HR information to the management. Assisting Accounts Executives in preparation of monthly Management Report.
· Generating and analyzing suppliers and customers ageing report.

· Preparing month end stock valuation report.
· Coordinating with the company and provide them with the information needed.
· Supplier reconciliations follow up on the invoices with the suppliers. 

· Calculation of Provision, Depreciation, Prepaid … etc.
· Preparation of Trial Balance, Profit & Loss and Balance Sheet.
TAQ LOGISTICS INTERNATIONAL                                                                                            (June, 2006 to July, 2008)
  Accountant
Key Responsibilities: 
· Monthly management account preparation.
· Recording payments to the suppliers.
· To complete and maintain sales invoices and reports.
· Preparation of Trial Balance, Profit & Loss and Balance Sheet.
· Bank reconciliation Statement, posting and balancing. 
· Weekly wages, petty cash and other journal posting.
· Daily bank receipts postings.
· Prepared  debit notes, credit notes
· Year budget preparation.
· Maintaining Complete Employees History.

· Filing of Sales Tax Return.
· Filing of Service Tax Return.

Education Qualification
· B.com (Bachelor in commerce)


                                  2005
               The University of Punjab, Pakistan

Computer Skills 
· Proficient in Microsoft Office ,Ms Word, Ms Excel, Power point etc. 
· CRM
· Proficient in Peachtree, Tally & QuickBooks.
Languages 

English 
– Spoken and Written

Urdu 

- Spoken and Written

Punjabi 
- Spoken and Written

Hindi 

- Spoken and Written


Personal Information
· Nationality: Pakistani 

· Date of birth: 9th Jan 1985

References
· References will be furnished on demand 
Muhammad


Visa Status: Employment Visa














