wais        
Email: wasi.312587@2freemail.com 
Visa Status : Visit Visa 
DUBAI, UAE
Areas of expertise
· Acccounts Management

· Comfortable in Communications

· Project Management 

· Employees Handling

· Problem Identification
Objective / summary

Searching for an opportunity to work for well-established company where my skills and training as an accounts specialist/ administrator will be put to good use.
work experience

AST ACCOUNTS MANAGER                 

Nov 2015- Aug 2016 (10 Months): AR Solutions (Pvt) Ltd Pakistan.

Responsibilities:
· Plan and Implement Strategies.

· Monitor Cost and Budget

· Resource Planning and Process Salaries 


· Full Accounting Process From Recording to Producing Reports 

· Apply data entry principals to enter a full of financial transactions

· Monitor and reports on Accounts Payable and Receivables and produce related Reports

· Perform Bank Reconciliations 

MARKETING SUPERVISOR                 

May 2014-Sep 2014 (6 Months): National Trade Links (Pvt) Ltd Pakistan.

Responsibilities:

· Managing Marketing staff which are working in different cities of Pakistan 

· Collecting Data from marketing team and prepare their reports

· Documentation 

· Prepare excel sheets for managing work tasks
AST ACCOUNTANT

Nov 2011-Feb 2012 (4 Months): FICO HITECH (Pvt) Ltd Pakistan.

Responsibilities:

· Managing accounts with the collaboration of senior accountants

· Prepare official documents and manage Email login accounts
· Tally Bank statements at the end of the period monthly
key SKILLS and competencies
	· Ability of communicate effectively in a professional way

· Quickly understand callers’ point of view

· Ability to keep a record of complaints

· Have polite tune with excellent accent

· Awareness of the laws governing the said business

· Detail oriented, Team player
· Ability to do repetitive task with optimized manner

· Quick Learner of advanced Technologies
· Knowledge of Microsoft Office Suite
· Physically fit, able to work in confined spaces, crawl and lift heavy objects.
· Languages

· English: Fluent in reading, writing, speaking and listening.
· Hindi: Proficient in , listening and speaking
· Punjabi: Speaking, Reading 

Computer Skills
· Manage Computerized Accounts of POS, Hospital and Real Estate Company.

· Windows 10/8/7.

· Ms Office, Ms Excel, Ms Word, Ms Power Point

Internet, Email, Fax.


acedemic Qualifications
	Qualification
	Specialization/ Major
	Institution
	Year of Completion

	MBA (3.5y)
	Banking & Finance
	University of Gujrat
	2016

	B.com
	Commerce
	University of Lahore
	2011

	Intermediate
	Fine arts
	BISE Gujranwala
	2009

	Matric
	Science
	BISE Gujranwala
	2006


