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Muhammad                     
E-Mail: Muhammad.356580@2freemail.com  
Personal Profile
A Detail-oriented, efficient and organized professional with extensive expertise of more than 03 years experience in Accounting and sales. Excellent verbal and writing skills with an ability to relate to a wide range of people. Ambitious and goal oriented, with a clear vision of future objectives, currently seeking to develop a long term career in a professional and challenging environment. 


Professional Work Experience
· Kissan Friends Chemicals
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Job Position:

Accountant cum Sales Coordinator.

Duration:
Currently working with Kissan Friends Chemicals since 01 Dec 2013 till date.
· Sales Coordinator
Job Responsibilities:
Identify and maximize the new and existing sales opportunities by analyzing customer’s requirements and presenting need based solutions.
Provide after sales service and retain client’s interest in the future needs.
Focus on service quality and take an ownership to resolve customer issues on priority with other channels as well.
Highlight the effective customer feedback with senior management in order to place a convenient environment for customers.
· Accountant

Job Responsibilities:
Manage sales, create invoices, receive and keep track of payments
Bank reconciliation
Prepare and reconcile sales reports. Maintain cash flows, anticipate cash needs, and prepare bank deposits
Managed accounts payable, accounts receivable, and payroll

Researching discrepancies and reconciling accounts

Prepare book entries and issuing of receipts

Answer queries related to your area of activities

Perform all fuel related accounting
Management of petty cash transactions
Ensuring all payments amounts & records are accurate

Maintain filing system related to your area of activity, which includes staff files relating to hours of work, absenteeism and vacation
Location:

     
Karachi, Pakistan

Education
· Graduation 


Karachi University
· Intermediate


Karachi Board
· Matriculation


Karachi Board

Professional Certifications
	Module – I 
	Module II 

	· Peachtree
	· Excel Financial Modeling

	· Tally
	· Quick Books

	· Excel Basic-Advance
	· MYOB

	· MS-Access
	· Sage Line 50

	· MS – Accounting
	· Simply AccPac



Computer Skills 

· Knowledgeable in computer application such as Microsoft Office (MS Word, MS Excel, Ms

PowerPoint)

· Knowledgeable in System Configuration and Installation of Software Application, Internet
Environment
· Windows Installation (XP, Vista) and other Computer Software Application

Languages



English

Level: Expert | Experience: More than 01 years | Last Used: Normally 
Urdu
Level: Native | Experience: More than 27 years | Last Used: Daily 

Personal Information
Date of Birth

  :
17th Aug 1989
Religion

  :
Islam 

Marital Status

  :
Single
 



Visa Status

  :
Visit Visa
Nationality

  :
Pakistani 


Reference:




Reference will be provided on demand
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