	Yousuf
	

	
	


Yousuf.364477@2freemail.com
	Objective: 
	Being a useful part of well-reputed organization to enhance my skills in order to accept the challenges, through my professional experience. 




Résumé Summary:

	Education
: 
	Bachelor of Commerce


Professional Experience 
	Organization
:
	Noman Builders ( Noman Group of Companies )

	Organization Type
:
	Builders & Developers

	Designation
:
	Assistant Manager Accounts ( Accounts & Finance Department )

	Tenure
:

	October 2009 to date 

	Brief Job Description
:
	· Review Fund Position of All Accounts
· Review Collection Report from Peachtree & Database.
· Vendors Payments Reconciliation Check and Verify. 
· Billing Audit of Vendors for Payments Process.
· Cheques preparation and Voucher Posting.
· Income and Bank Reconciliation Check and Verify.
· Vendors Payments and Client Files Verification from Bank Statement
· Assist / Do the task assign by the Manager Finance Accounts OR CFO.



	Organization
:
	S. M. Shafique (Pvt)

	Organization Type
:
	Insurance Surveyors

	Designation
:
	Computer Operator ( Administration Department ) 

	Tenure
:

	August 2006 to August 2008

	Brief Job Description
:
	· Daily Survey Report of MARINE, FIRE & CASH IN-TRANSIT

      and Letters Drafting.
· Review of Insurance Policies about all LOSSES.


Professional Certification & Academic Education (most recent on the top)
	Sr.
	Certification / Degree 
	Institution / University 
	Specialization / Major 
	Passing Year

	1
	Bachelor Commerce 
	University of Karachi
	Commerce 
	2009

	2
	Inter Commerce
	Govt. Bufferzone College
	Commerce 
	2003

	3
	SSC
	NK Grammar School 
	Commerce
	2000


Computer Skills and Other Abilities

	Sr.
	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	1
	Word Processing
	Excellent 
	Currently Using 

	2
	Spread Work Sheet
	Excellent 
	Currently Using

	3
	Browsing & EMAILS
	Excellent 
	Currently Using

	4
	Peachtree Accounting
	Excellent
	Currently Using

	4
	Adobe Photoshop
	Excellent
	Currently Using

	5
	Adobe illustrator
	Excellent
	Currently Using


Personal Information

	
	

	Marital Status 
:
	Married

	
	

	Religion
:

	Islam

	Language Competency 
:
	English & Urdu

	Nationality                         :
	Pakistani




References

Available on request.
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