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                                                           CURRICULUM VITAE
                                                    Available Immediately to Join
Mohammad 
E mail: mohammad.351384@2freemail.com 

Education:  Bachelor’s of Commerce (Karachi University).
Key Skills: Good skills in accounts, computer skills, and in customer service,
WORK EXPERIENCE:
	Company
	Designation
	Duration
	Years

	Chanda Exchange (PVT) Ltd.
	Manager – Finance

(Head Office)
	Mar-17 – Present
	Present

	Khairullah Paper Board & Works (Pvt) Ltd.
	Admin & Sales Coordinator
	Sept-2016 – Jan 2017
	05 Months

	Parzel Express Logistic L.L.C (Dubai-UAE)
	Accountant
	May 2016-Aug 2016
	03 Months

	Raaziq International (Pvt) ltd
	Accounts Officer
	May 2014-May 2016
	02 Years

	Orient Energy Systems (Pvt) Ltd
	Finance Executive (Internee).
	Jan 2014-Mar 2014
	03 Months

	Sybrid (Pvt) Ltd “A Lakson group of companies”
	Customer Service Representative (CSR)
	Aug 2014 – Mar 2016
	02 years


Job Responsibilities:-

As a Manager – Finance:

· Working on Forex Accounts & Trading Management System.
· Prepare SBP reports to be submitted in State Bank of Pakistan monthly, bimonthly and quarterly as well.
· Supervise the Accountant in making reports, voucher and do the need full.
· Supervise the compliance manager regarding branch visit, documents required by state bank and other task given by the management.
· Finalize the staff salary, tax deduction, payment vouchers daily / end of the month required by the management.
· To change the rate of currency which required by the branches and follow ups with the branches.
· Prepare Audit reports as per inspection of State Bank of Pakistan.
· Monthly branch visit to check the accounts of the branches as well.
· Solve other queries if required by the higher management.
· Maintain petty cash.
· Maintain Bank Reconciliation monthly.
· Manage cash in hand as well.
· Prepare daily journal voucher if required.
· Prepare monthly report of transaction customer wise, date wise and currency wise.
· Handle other managerial task if required by the management.
As an Admin & Sales Coordinator:

· Working on Accounts Click Software.

· Prepare the schedule of sales to be delivered to parties according to the priority.

·  Maintain all admin works, prepare gate passes, record all office expense and engaged in other admin activities.

· Prepare quotation for the C.E.O and N.S.M, direct reporting to C.E.O.

· Maintain the target list of the sales person on weekly basis, to calculate the amount of sales and to reconcile with the system.

· Prepare Bank reconciliation to reconcile the pass book and the bank book.

· Set the targets of the sales person on monthly basis.

· Prepare the customer list and credit list to be approved by C.E.O.

· Follow up with parties on mails regarding the payments.

As an Accountant:

· Working on INTEGRA Software.

· Received cash from the courier of the shipments.

·  Reconcile the total amount of cash received from the shipment sheet.

· To make sure that the amount is same in the software and in the shipment sheet

· Deduct the amount of the shipments which is returned by customers.

· Making payments to the parties 

· Make follow up to credit parties regarding payments.

· Maintain the final sheet of payments on INTEGRA.
As an Accounts Officer:

· Working on ERP software.

· Prepare Bank reconciliation to reconcile the pass book and the bank book.

· Record job expense voucher.
· Record debit and credit note voucher.
· Keeping the record of pay orders in hand.
· Reconcile the total amount of pay orders.
· Updating the combined sheet of pay orders.
· Record Sales Remittance against invoices of payments received. 
· Tax deduction on Sales Remittance.

  As a Finance Executive (Accounts Payable Section): 
· Working on two Software:
· Business Resource Planner (BRP).

· Microsoft Dynamics AX 2012.

· Making bank payments according to the set priority.

· Updating all the payments vise versa on AX and BRP as well.
· Record journal vouchers.

· Make voucher payable.

· Reconcile of daily bank position.

· To confirm filer/non-filer of vendors on FBR.

· Making pay order of payments.

· Updating back log sheets.

· Income Tax and WHT deduction on payments according to FBR policy Filer / Non-Filer.
     As a Customer Service Representative (CSR):
· Work for McDonalds and Interwood Mobel.
· To satisfy the Customer.
· Excellent dealing with Customer.

· Provide right information.

· Engage customer to deal with us by guiding in right way.

· Showing interest to customer by giving promotion about the benefits.

· Maintain the psm report by our performance.

· Maintain the complaint and query sheet for Interwood Mobel till the end of the day.
COMPUTER SKILLS:
SOFTWARE: Excellent skills in using applications, great command in using MS- Office/ Good command in using Integra/ R suite ERP / Business Resource Planner (BRP) / Microsoft Dynamics AX-2012.
OPERATING SYSTEM: Windows 7, Window vista, Window XP.

PERSONAL DETAILS:

Date of Birth                  11-March-1996
Sex


     Male

Nationality

     Pakistani
Religion

     Islam
Marital Status
     Single

Language Known
     English & Urdu
HOBBIES
                   Music, Playing cricket

Target Jobs:

* Ability to work as a team player.
* Excellent communication and 'people' skills

* The ability to work under pressure and handle challenging situations Confidence, drive and enthusiasm
* Decision-making ability and a sense of responsibility

* Proactive and displayed leadership skills.
* Ability to handle office correspondence and communication with internal and external customers.
