Muhammad
Nationality
: Pakistani
D.O.B
: 4th August 1987
Address
: Bur Dubai, UAE
Visa Status  : Long term visit visa

CAREER OBJECTIVE

I am a person who cherishes challenges and aspire to seek excellent in the task assigned to me. To work in organization that offers a creative, dynamic and professional skill and proven abilities can be fully applied to benefit the organization and myself simultaneously.

CAREER EXPERIENCE

Gulistan as Accountant & Admin Manager (January 2013 to Present).
· Responsible for the monthly close as well as maintenance of all accounting ledgers including monthly review of all account reconciliations and journal entries. 
· Ensure that sufficient funds are available to meet ongoing operational and capital investment requirements. 
· Responsible for the daily management of Accounts Payable and Accounts Receivable departments. 
· To Recover Payments from the Customer 
· Prepared of monthly management accounts 
· Maintain banking relationships 
· Making Payroll 
· Made CDR for Tender 
· Manage the preparation of the company's budget 
· Oversee the extension of credit to customers 
· Preparation of all financial reports, including Profit and Loss Statement, Balance Sheet and Statement of Cash Flows, as well as the year-end financial reports. 
· Oversee invoicing process, monthly accruals. 
MAIN RESPONSIBILITIES

· Finance, accounting, budgeting and cost control principles 
· Strong analytical, problem solving and mathematical skills 
· Knowledge of spreadsheet, database, word processing and financial software 
· Reconciling finance accounts 
· Credit control 
· Preparing statutory accounts 
· Cash allocation 
· Sales order processing 
· Managing daily post in and out 
· Handling and writing cheques 
· Receiving and processing all invoices, expense forms and requests for payment 
· Verifying calculations working with the Accounts system 
· Reconciliation of Direct Debit mandates 
· Managing petty cash transactions 
· Ability to effectively present financial information to all levels verbally and in written reports. 

EDUCATION

	
	2011
	
	

	
	Masters in Business Administration (MBA) – Finance
	Superior College - Pakistan

	
	2009
	
	

	
	Bachelors in Commerce – B.Com
	Punjab University - Pakistan

	
	
	

	
	IT SKILLS
	

	
	
	
	

	
	
	Microsoft Windows
	

	
	
	Microsoft Office
	

	
	
	Tally Software
	

	
	
	Quick book
	

	
	
	Accounting Software’s.
	


Languages
· English, Urdu, Punjabi 
