Jasim


Jasim.351488@2freemail.com
--------------------------------------------------------------------------------------------------------------

OBJECTIVE:

         To take up the challenges of life by way of learning and experience to achieved highest degree of self satisfaction and therein serve the organization and society by developing oneself.

EXPERIENCE: 

Multiforms LLC Dubai, UAE

· As a Documents Controller from 2nd Feb 2014 to 28th October 2015.

Project Details

1. King Abdullah Petroleum Studies and Research Centre (KAPSARC) Riyadh - K.S.A.: As Documents Controller.
Responsibilities: 

· Gathering information for implementing the new project

· Collecting inputs from clients

· Listing out the Documents and documenting the project details

· Explaining the Project Plan to internal execution team

· Submission of documents and creating Transmittal 

· Describing and creating the Acknowledge letters for the clients 

· Tracking the pending documents through weekly progress reports

· Notifying the involved party for tacking appropriate action on the pending documents

· Manual follow up with the clients internal team to get an expected schedule for all pending documents

· Preparing & Submission of Monthly timesheet.

· Employees visa invitation and extension processing.

· Coordinate with QA/QC Engineer for maintaining quality documentation so called, Document Register, Material Register & Drawing Register.

· Ensuring all correspondences regarding financial matters is forwarded to the PM.

· Ensuring all correspondences regarding contractual matters is forwarded to the CM.

·  Ensuring quality formats being used adequately for correspondences, submittals, transmittals to clients, consultants, subcontractors and within divisions and departments.

Panpacific Electronics (Pvt.) Ltd, Pakistan (SONY)

· As a Branch Accountant from 15th May 2012 to 31st December 2013.

Responsibilities: 

· Prepare local commitment report 

· Prepare supplier payments via checks or electronic transfer

· Bank accounts reconciliation with GL

· Preparation of cash-flow on daily and monthly basis

· Reconciliation receivables and payables with GL

· Monthly IC reconciliation

· Financial reporting to head office

· Follow up on timely clearance of required adjustments and dated items

· Manage day to day financial transactions of the company

· Handle damage claims

· Check Dealers invoices

Agro Pack (Pvt.) Limited Swabi, Pakistan

· As an Accountant and Office In-charge from 2nd Jan to 30th Sep 2011

Responsibilities: 

· Keeping and maintaining proper record of accounts

· Making summary of cash and credit sales on daily basis.

· Making Daily sales report.

· Keeping all record of incoming faxes and outgoing faxes

· Contacting agencies

· Making payments of all cheques and deposits in banks.

· Maintain all documents and files.

· Managing office in the absences of Manager.

DEGREE PROJECT:

· Internship in National Bank of Pakistan

· Internship in The Bank of Khyber 

As an internee in the bank

Responsibilities: 

· Cash the cheques.

· Utilities bill payments collection.

· Making drafts.

· Send mails through e-mail and courier.

ACADEMIC QULIFICATION:

· 2008-2010
Master of Business Administration (MBA 1½ Years) 

FAST-National University Peshawar, Pakistan.

· 2004-2008
Bachelor of Business Administration (BBA Hons) 

CECOS University Peshawar, Pakistan.

COMPUTER SKILLS:

· Microsoft Office. (MS Word, MS Excel, MS PowerPoint)
· Peachtree

· Quick book 

· Tally

· Internet Utilities.

· Practical experience in installing operating systems and software's.

LANGUAGES:

· English

· Urdu

· Arabic (Initial)

PERSONAL DATA: 

· Date of Birth:
April 01, 1985

· Nationality:
Pakistani

· Gender
:
Male

· Marital Status:
Married 

HOBBIES/ ACTIVITIES:

· Reading books 

· Travelling

· Internet Surfing 

DECLARATION:

I hereby certify that the above information is correct and true to the best of my knowledge.

REFERENCES:

References will be furnished on demand.
3

