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Muhammad
Muhammad.366125@2freemail.com   
Objective
To work in a competitive environment that effectively utilizes my Financial, analytical, interpersonal, leadership and organizational skills to conceive and achieve solutions. The solutions which help the organization in not only meeting its targets, but also allowing it to grow, thereby, enhancing my own skills as an individual and as a key player in the organization's development.
Professional Summary
· An experienced team player with excellent communication and interpersonal skills who has the ability to work independently under pressure can lead, motivate and influence others and can train and mentor subordinates.

· Competent and analytical problem solver with demonstrated ability to manage projects from initiation through planning and execution to closure. 

· Good ability to manage and organize teams, as well as good team player.

· An Extrovert Nature with strong and effective communication and interpersonal skills.

· Ability to motivate others towards achieving the Goals and experience to work under stress.  

· Solid Planning and problem-solving skills. 

Education

· B.Com Bachelor In Commerce with specialization in IT, 2012 (2 Years Degree) with CGPA of 3.69/4
CECOS University of Peshawar, Pakistan 
Professional Experience


(Over 5.5 years of Total hands-on Experience)
Alzan Carpentry and Joinery Works Dubai, UAE.
Business Development Executive (April 2015 – July 2016)
· Generating business leads and following up on sales opportunities.

· Cold calling potential customers and building relationships.

· Establishing customer needs and selling products accordingly.

· Working to weekly and monthly sales targets.
· Arranging meetings with clients and carrying out product demonstrations.

· Following up swiftly on sales enquiries and sending out information.

· Working closely with other teams to develop new business.

· Researching the market and identifying potential target customers.

· Attending industry events in order to generate business leads.

· Planning and overseeing new marketing initiatives.
· Preparing PowerPoint presentations and sales displays

· Contacting clients to inform them about new developments in the company’s products

· Developing quotes and proposals

· Negotiating and renegotiating by phone, email, and in person

· Developing sales goals for the team and ensuring they are met

· Training personnel and helping team members develop their skills
Alzan Carpentry and Joinery Works Dubai, UAE.
Purchase Executive (Feb 2013 – March 2015)
· Ensuring competent quality execution of all regular purchasing duties and administrative works.

· Maintain complete updated purchasing records/data and pricing in the system.
· Execution and monitoring of all regular purchasing duties

· Handling and monitoring of claims to factories and vendors for defectives, shortage, missing parts.

· Support relevant departments with quotations.

· Coordinate with suppliers to ensure on-time delivery.

· Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures.

· Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.

· Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.

· Purchase and issue order in accordance to specification.

· Plan and manage inventory levels of materials or products.

· Submit reports at job completion to the Managing Director.
· Prepared reports for costing, labor, and on-demand reports.
· Responsible for workshop, production and labor costing.

Gull Communications (Pakistan Telecommunication Limited) Peshawar, Pakistan.
Accountant (Jan 2011 – Dec 2012)
· Prepares asset, liability, and capital account entries by compiling and analyzing account information.
· Documents financial transactions by entering account information.
· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement and other reports.
· Maintains accounting controls by preparing and recommending policies and procedures.
· Guides accounting clerical staff by coordinating activities and answering questions.
· Secures financial information by completing data base backups.
· Maintains financial security by following internal controls.
· Prepares payments by verifying documentation, and requesting disbursements.
· Maintains customer confidence and protects operations by keeping financial information confidential.
· Contributes to team effort by accomplishing related results as needed.

Skills Set
Accounts and Financial Skills:
· Expert in Accounts Payable, Accounts Receivable, Balance Sheet, General Ledger, Bookkeeping , Cash Flow, Closing the Books/Year End Closing, Financial Statement,  Profit and loss statement etc..
Computer Skills
· Tally, Peachtree (Expert in use, Installation and Maintenance)

· MS Office Suite (Word, Excel, PowerPoint, outlook, access), 
Languages

· Arabic (Moderate), English (Fluent), Urdu (Native), Pashto (Native). 
Page 2 of 2

