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AMIR 

Visa Status        :  Visit Visa

 (Joining date Immediately)
 Skills & Abilities:
· MS Office(Word, Excel, Access, power point, Outlook)
· Peachtree 
· MS Windows operating System 
· Leadership and motivation skills

· Management skills
· Effective Communication
· Ability to face the challenges

· Ability to learn new things quickly

· Highly flexible, Hardworking, Punctual & Responsible

· Good spirit for teamwork
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Whatsapp Mobile: +971504753686 Phone +97143970978 E-mail: gulfjobseeker@gmail.com
   Objective
To use my skills and potential to assist a well reputed organization in achieving its goals by being a part of its management and give my energies to make it better

   Professional Qualifications



                                                     EXAMINING BODY:           YEAR

· Bachelor in Commerce (B.Com)
          University Of Punjab               2009

· Intermediate in Commerce (I.Com)       BISE, Lahore      

 2007

1. Professional Experience 
· 2 Years & 10 Months work experience in BANU MUKHTAR Contraction Company  in Pakistan as a “Accounts Officer” from March, 2010 to Dec, 2012
         Job Description
· Preparing Vouchers (Journal, Petty Cash), coding. 

· Preparing Daily Receiving & Payment Statements Cash Book.

· Petty cash expenses & Cash handling.  

· Review of daily deposit.

· Receiving Payments Cheque & Monitoring of Post Dated Cheque (P.D.C).

· Maintain for Cash/Bank balance.

· Advances and prepayments.

· Detail of all monthly bills. 

· Prepare all Accounts Payable sub-ledger journals for posting to General Ledger monthly

· Reconcile Accounts Payable sub-ledger to General Ledger monthly

· Review all general ledger accounts and correct any posting errors

· Maintain the fixed assets ledgers and registers, including all relevant transactions.

· Monthly Trial balance preparation

· Fixed assets schedule reports as per straight line depreciation method.
· Preparation of bi-weekly report.

· Review Monthly store and prepared stock reports / Inventory Reports.

· Record keeping and Documentation

· Overview of Misc Reports (Diesel Log Book, In-Out Registers)

· Do other duties as assigned
Payroll:
· Staff Short term/ long term Advances.

· Staff holiday requests/ approvals. 

· Calculation for Salaries, Overtime, Leaves & Deductions. 

· Distribution of salaries.

Audit:

· Interact with internal and external auditors in completing the annual audits for accounts. 



	Personal Information:

Date of Birth    : 12-09-1989
Gender              : Male

Nationality        : Pakistani

Religion            : Islam

Languages       : Urdu &
                          English                                                          
References:
Available on Request


	2. Professional Experience 
· 3 Years work experience in Sheikh Contraction Company  in Pakistan as a
             “Accounts Manager” from Jan, 2013 to Dec, 2015
       Job Description
· Overview of vouchers , journal entries, individual & control Ledgers 
· Check and verify source documents i.e. Invoices, receipts, approval etc

· Prepare checks, payments and bank deposits
· Maintain for Cash/Bank balance & dealings with banks.
· Sales Invoices, Sales Tax Invoices

· Preparation & Reconciliation of Suppliers & Customers Ledgers 

· Monthly Trial balance preparation

· Adjusting Entries

· Analysis for Prepaid Exp. & Accrual Expense

· Analyze and review budgets and expenditures

· Analysis for Receivables & Payables

· Contract Agreements & ensure his implementations

· Payroll preparation & Disbursement

· Overview of Monthly Stock Statements

· Overview of Suppliers & Customers records / files

· Preparing different schedules / reports for Management
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