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SAQIB ZAHEER
.
PERSONAL PROFILE: 

I want to get myself into practical field to exploit my potentials. I have the ability and devotion to assume a responsible position where I will have the opportunity exercise what I have learned.
WORK EXPERIENCE:

1- (Serve Healthy Food).
              Work as a Customer Service or Sales In charge in Dubai. (2 Years’ Experience).
Responsibilities:
  Deliver excellent customer service and customer management, at all times. Serve and present beverages, quickly and efficiently, meeting our standards. Assist in keeping the front-of-house and all Canteens clean and tidy, at all times. Keep up to date with current promotions and new products. Make customers aware of offers on our great food and drink range, Speak to customers to ensure that they are satisfied with their meals.

Manage the opening and closing of the pub. Be responsible for cash-management issues Monitor and manage maintenance issues. Manage office administration as instructed by the pub manager. Manage and maintain correct staffing levels. Identify and take an active role in the recruitment of new staff members. Deal with customer complaints in a professional manner. Deal with deliveries and report any loss or damage to the pub manager. Maintain accurate stock control, including ordering, delivery checks, line checks and wastage. Assist in achieving all financial targets set. Maintain personal knowledge by completing in-house training, attending courses and completing workbooks.
2- TARIQ AL KHAIR ( TRADING L.L.C) GULF EXPERIENCE DUBAI
               Worked as a General Accountant in Bur Dubai. (1 Year Experience)

    Software – BUSY ACCOUNTING SOFTWARE.

          Responsibilities:

Compiles and analyzes financial information to prepare entries to book of accounts, such as general ledger accounts, documenting business transactions.

Standard journal entries, Analyze daily banking transactions and journal entries, Reconcile sub-ledger accounts (such as inventory).

Payroll reconciliation, Prepare monthly sales reports into excel spread sheet for analysis.

Verify and reconcile contracts, orders, and vouchers, and prepares reports to substantiate individual transactions prior to settlement. 

Monitor compliance with generally accepted accounting principles and company procedures. Reviews, investigates, and corrects errors and inconsistencies in financial entries, documents, and reports. Provide advice and assistance and early warning of such problems as cost over-runs, excessive charges, and potential penalties. 

Develop models to depict financial and related activities tailored for specific operations.
3- Zafar Enterprises Pakistan Hyderabad.
(HESCO - Hyderabad Electric Supply) World Bank Project.
                    Worked as a Data Entry, Asst.Accountant Hyderabad in HESCO. (2 Years’ Experience).
           Responsibilities:

         Maintains client confidence and protects operations by keeping information confidential. Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies. Documents problems and actions by completing production logs. Contributes to team effort by accomplishing related results as needed. Respond to program error messages by finding and correcting problems or terminating the program. Maintain and manage general ledger accounting functions. Maintain and manage accounts payable and accounts receivable records. Verify customer balances and rectify discrepancies in accounts receivable books. 
Verify bank deposits and bank payments and reconcile with bank records and statements. Write, maintain and manage records of day-to-day transactions. 
4- Pizza hut Pakistan Karachi HYD.

            
Worked As a Shift Manager in Karachi. (4 Years’ Experience)

     Responsibilities:
Deliver excellent customer service and customer management, at all times. Serve and present beverages, quickly and efficiently, meeting our standards. Assist in keeping the bar, front-of-house and toilets clean and tidy, at all times. Keep up to date with current promotions and new products. Make customers aware of offers on our great food and drink range, Speak to customers to ensure that they are satisfied with their meals.

Manage the opening and closing of the pub. Be responsible for cash-management issues Monitor and manage maintenance issues. Manage office administration as instructed by the pub manager. Manage and maintain correct staffing levels. Identify and take an active role in the recruitment of new staff members. Deal with customer complaints in a professional manner. Deal with deliveries and report any loss or damage to the pub manager. Maintain accurate stock control, including ordering, delivery checks, line checks and wastage. Assist in achieving all financial targets set. Maintain personal knowledge by completing in-house training, attending courses and completing workbooks.

5- Soneri Bank Pakistan Karachi.
 
  Worked as a Cashier in Soneri Bank Karachi. (1 Year Experience).
     Responsibilities: 

Greet the customers entering into organization. . Handling all the cash transaction of an organization. . Receive payment by cash, cheques, credit card etc, and checking daily cash accounts, Guiding and solving queries of customer. Providing training and assistance to new joined cashier. Maintaining monthly, weekly and daily report of transactions.

ACADEMIC QUALIFICATION:
Graduation: Bachelor in Commerce in 2008 from University of Sindh Jamshoro, HYD

Intermediate Passed in 2003 from Preston Boys College G.O.R, HYD.

Matriculation Passed in 2001 from Zubair High School Latifabad, HYD.

CERTIFICATE COURSES:

Certificate in Assistant Accountant.

Certificate in Professional Bank Officer.

Certificate in English language Course.
Certificate in Information Technology (C.I.T)
Ms-office, Software, Hardware, Operating System Installing, Software Updates, Networking, Internet Searching, Downloading, Sell Purchase, System Upgrade knowledge.
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Zaheer Ahmed

Date of Birth 


June 21, 1986

Marital Status 


Married
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Pakistani 
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Islam
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