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Applied for :  Payroll / HR Officer & Accounts Assistant.
PERSONAL STRENGTH




Hard working and self motivated 


 

Enthusiastic, fast paced and organized




Strong believer in system




Can work under pressure 

PROFESSIONAL EDUCATION

Bachelor of degree from the Karachi University, 

(1993-94) 

COMPUTER SKILLS

Microsoft Word 

Microsoft Excel 







Microsoft Power Point 
PROFESSIONAL  SPECIALITY

 

MS  Excel  Preparation of  all  types of Work sheets,

Invoices, Memos, Account reports (Weekly, Monthly

& Yearly) Petty cash book, Ledger  maintaining  and 
Cash book, Salaries  vouchers  /  Payroll   &   leave
Encashment  record  etc. 



Preparation/Designing of various reports and format 

In excel for the management.  
 

MS  Application  Commercial  and  General  letters

Secretarial  &  Administrative  Assignment Internal
Office Notes, Circulars and Termination letters etc.
PAYROLL WORKS / DUTIES 
·   
To provide accurate and timely processing of company’s payroll.
· End to end processing of selected (weekly and monthly) payroll (s).

· on-going maintenance of payroll system and leave planning system.
· Updating and maintaining payroll records.

· Liaising with staff and management on payroll related queries.
· Maintaining leave, sickness and overtime reports.

· Payroll administration – filing, setting up new starters.
· Calculating Annual leave and Gratuity according to company policy.
· Demonstrated payroll processing experience.

· Understanding of payroll legislation and processes.
ADMINISTRATIVE AND ACCOUNTS ASSISTANT WORKS / DUTIES 

· Prepare, maintain and manage general ledger accounting. 
· Maintain, manage and update records of all inventories. 
· Maintain Petty Cash ,Ledger, Cash Book for accounts department.
· Prepare Quotation / Billing / Invoicing / Vouchers for HR department.
· Accounts  receivable  processing, including  creation  of 

invoices and collation of supporting material as required

by the client.

· All administrative support  functions for the Transportation

and infrastructure business line.
· Data entry  and  maintenance  of  company  database,

directories and records.

· Manage filing system for the office (properly)

needed.

· Scan, email and file electronic and paper report for all contract. 
· Co-ordination with HR department and fully supported.

PROFESSIONAL  EXPERIENCE 

16 years  professional  experience  from  July,1993  to
 December, 2015.
Years 
: 14th July, 2015  to  19th Dec,2015 

Company 
:  M/s. United Towel Manufacturer & Exporter


   Korangi Industrial Area, Near Singer Chowrangi,



   Karachi.



   2nd Unit Address is Habib Bank Chowrangi,  


   Near Siemens Chowrangi, Site – Karachi.

Worked 
:  Making Towel, Medical Gown, Bed Sheet, 

   Baby Shits and Apron, etc. for best export quality 

   ( for  USA, CANADA ).  
 

Designation :  “ HR Executive/Officer and Payroll Officer ”


   Activities done in during period.
·  
   Prepare monthly Wages/Salary for all employees
   ( Permanently and Contractually Approximately 

     210 Manpower )
·   
   Prepare Monthly Leave Encashment, Loan record.

·   
   Prepare Manpower record for all Staff & Contractors

·  
   Prepare Hiring & Firing People Record

·  
   Prepare Resignation, Termination and Full and 

   Final settlement record.

·         Prepare all Commercial & Business Letters,

   Quotation and Memos Etc.

·   
   Prepare personal record for all employees with 

   ( Hard and Soft copy ). 

·         Prepare ENP summary for all Employees

·         Prepare all the Formats, Pay Slip, Email Address, 
   Master Data of all Employees, Policies with 

   ( Hard and Soft Copies ) 
·         Prepare JDs of all employee with complete details

   ( Hard and Soft Copy )

Years 
: 19th July, 2014  to  10th December, 2014
Company 
:  M/s. Houston Marine Engineering Services L.L.C


   Rola Chowk – Bank Street, Old Chamber of 


   Commerce Building, P.O.Box No. 26007

   Sharjah - ( UAE )
Project 
:  Construction and Fabrication Works  

Designation : “ Payroll / HR Officer and Inventory Officer  ”

   Activities done in the whole period.

·         Prepare monthly wages/salary for all four sites
    ( Approximately,  170 Manpower  )
·         Prepare all employees record with complete details

    ( Visa, Labour Card, Emirates ID Card and 

    Insurance etc. )

·         Prepare Leave record maintain 
·         Prepare daily time sheets maintain

·         Prepare Full and Final Settlement record and filing.

·  
   Prepare Delivery Notes/Challan, Billing/ invoices on
   monthly basis for all sites of sub contractor. 
Years 
:  22nd July, 2011  to  22nd March, 2013
Company 
:  M/s. Silver Textile Factory – Korangi
   Industrial Area, ST. 2, – Sector 18, Near Bilal
   Chowrangi, Korangi - Karachi
Worked 
:  Making Towels for best export quality. ( for USA )  

Designation : “ HR / Payroll Officer and Accounts Officer  ”

   Activities done in the whole period.

·         Prepare daily and monthly wages/salary for
    Spinning and Weaving Department.

    ( Approximately,  425 Manpower  )

·         Prepare Leave record maintain
·         Prepare daily time sheets maintain

·         Prepare Full and Final Settlement record and filing.

·  
   Prepare quotations, billing / invoices on monthly basis

·         Prepare daily and monthly production reports for 
   Spinning and Weaving Units.
Years 
:  19th October,2008  to 08th December,2010
Company 
:  M/s. Babcock Borsig Service Deutsche 



   Babcock Energie – UND Umwelttechnik 



   Abu Dhabi.

Project 
:  Replacement of Gas Chlorination System 



   by Sodium Hypochlorite at Various Pumping 

   Stations in Abu Dhabi Emirates Phase II.

   Cont. No. G2194.2  

Designation : “ Site Administrator ”
· Site Administrator - Activities done in the whole period.
· I have worked with Babcock as “Payroll Officer”

· I have worked with Babcock as “Document Controller”

· I have worked with Babcock as “Inventory Officer”

· I have worked with Babcock as “Material Controller”

· I have worked with Babcock as “Petty Cash Officer”
· I have worked with Babcock as “Transportation Incharge”

· I have worked with Babcock as “Time Keeper”
Years 
:  January, 2003  to November, 2005 

Company 
:  M/s. Siddique & Sons - Karachi
Project 
:  Iron & Steel Works 
Designation : Admin & Accounts Supervisor 
· Admin & Accounts Supervisor – Activities done in the whole 

period. 

· I have worked with Siddique & Sons as “Admin Officer”

· I have worked with Siddique & Sons as “Account Assistant”

· I have worked with Siddique & Sons as “Payroll Officer”

Years 
: October, 1998  to September, 2000
Company 
: M/s. TEAMWORK CORPORATION 

Project 
: Civil & Electro Mechanical Contractor 



   & Contract Management Services to 


   Power, Oil & Gas Industry.

Designation : Admin / Accounts Officer 

· Admin / Accounts Officer  - Activities done in the whole period

· I have worked with TEAMWORK as “Admin Officer”

· I have worked with TEAMWORK as “Accounts Officer”

· I have worked with TEAMWORK as “Payroll Officer”

· I have worked with TEAMWORK as “Petty Cash Controller”

Years 
:  September 1997  to  August, 1998 
Company 
:  M/s. VAN OORD ACZ B.V DREDGING 



   INTERNATIONAL N.V – Joint Venture

Project 
:  Dredging Work at Port Qasim 

Designation : System Analyst 
· System Analyst – Activities done in the whole period
· I have worked with Van Oord as “System Analyst”
· I have worked with Van Oord as “Assistant Accounts”
( Prepare all Invoices, Cash Memos and Documents )
Years 
:  December, 1994  to  June, 1997 

Company 
:  M/s. ABDUL SATTAR & SONS 

Project 
:  Provision of Manpower & Contract

   Management Services

   450 Manpower Supply  to Offshore

   Pipe Line Far East Ltd. at Port Qasim.

Designation : Administrative Officer  
· Administrative Officer – Activities done in the whole period
· I have worked with A S & S  as “Admin Officer”
· I have worked with A S & S  as “Payroll Officer”
( Prepare all Invoices, Quotations  and Salaries )

Years 
:  July, 1993  to  November, 1994 

Company 
:  M/s. GENERAL CONTRACTOR 
Project 
:  Civil and Mechanical Contractor 
   Supply of Manpower for Project 
   at SOGEA Company at  Quaid-e-Azam 
   International Airport - Karachi

Designation : Administration Co-ordinator   
· Administration Co-ordinator – Activities done in the whole period
· I have worked with G C as “Admin Coordinator ”
· I have worked with G C as “Payroll Officer”
( Prepare all Invoices, Quotations  and Salaries )

PERSONAL  DATA
Qualification 


: 
Graduate ( B.Com )

Date of Birth 


: 
12 – 02 – 1971 

Marital Status 


: 
Married 

Religion 



: 
Islam 

Nationality 



:
Pakistani

Health Status 


: 
Excellent

