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MUHAMMAD ABUBAKAR ILYAS 
Address
  : Sharjah, UAE






Mobile No
  : +971502643413
E-mail ID
  : abubakarmalik036@gmail.com
Objective:  Skillful and dedicated Operational Assistant with experience in the coordination, planning and support of daily operational and administrative functions in a highly confidential environment.
Highlights:             


                                                                      

                                                      
·  Microsoft Office proficiency

· Proper phone etiquette

· Time Management

· Professional and mature

· Strong problem solver

· Meeting planning

· Works well under pressure

· Travel administration

· Administrative support specialist

· Self-starter
Professional Work Experience:




                                     
                   
Executive Assistant to CEO                                               Ayesha Cooking Oil Mills (Pvt) Pakistan
Currently Employed
Job Description:
· Dealing and responding to Client inquires on behalf of the CEO

· Maintaining approvals from the Senior Management for the Production of samples and client requirement

· To follow up and keep observation to have maximum accuracy of packing instructions as well as precautionary measures to be followed as per client requirement

· Assisting and maintaining all prior approvals required for the production till the Delivery of the shipments

· Coordinating all Shipping documents to client and resolving any issues arises while shipment is en-route

· Assist with other projects as needed 

Accounts Officer                                                           Ayesha Cooking Oil Mills (Pvt) Pakistan
(September 2011 to February 2013)
· Responsible for preparing Sales invoices and upload them in system

· Preparing Balance Sheet

· Review all invoices for payment process and appropriate documentation

· Prioritize invoices according to cash discount potential and payment terms 

· Match invoices, obtain all signatures and distribution of all sorts of payments and checks

· Audit and process credit card bills

· Reconcile vendor statements, research and correct discrepancies (if any)

· Assist in month end closing and payment collection 

· Maintain files and documentation thoroughly and accurately in accordance with company policy

· Maintaining of all records from Vendors and Suppliers 

· Maintaining all requirement and Financial records of all clientele

· Maintaining inventory and stock availability in the stores

· Follow up with the procurement for all sorts of orders
Academic Qualification:

                                                                 


                   
· MBA in Human Resource Management (HR) 2015 (Punjab University Lahore)

· Bachelors in Commerce (B.Com) 2010 (Punjab College

· Intermediate in Commerce (I.Com) 2008 (Punjab college)

· Matriculation in Science (Govt. Central Model School)

Professional Qualifications:

                                                                 


                                                                                                                                             
· Certification in Human Resource and Recruitment Jan 2016 - Nadia Institute UAE 

· Human Resource Management

· Human Resource Strategic Planning

· Introduction to UAE Labor Law

· Recruitment

· Selection

· Effective Training and Development

· Payroll & Benefits

· Administration Skills

· Post graduate Diploma in Business Administration 2011 (Punjab University)

I.T Skills:


                                                                       


 
 Microsoft Outlook, Power Point, Excel & Internet Browsing. 
Personal Information:


                                                                


Date of Birth:


31st July
Nationality:


Pakistani
Marital Status:

Single
Visa Status:


Vist visa 
Languages known:

English, Urdu 

References:
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