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Zohaib 
 Zohaib.367540@2freemail.com  
Objective:
To build my career with positive and professional approach to the best of  my abilities and  apply the  gained knowledge I learnt over the period of my education and jobs.
Academic 

Graduation

B.Com


2010.

Qualifications:

Government Post Graduate College of Commerce Multan Cantt. Multan.





Bahauddin Zakariya University, Multan.
Intermediate
D.Com


2003.




Government College of Commerce Multan Cantt. Multan.

Matriculation
General Science

2001.




Sajid Model High School, Multan Cantt. Multan.
Computer Skills:
Well know how about the application of Microsoft Office; Word Excel. ERP and     Internet Surfing.
5.years Professional


Experience:

1. Three Stars Hoisery Industerial Estate, Multan.
Job Nature:

· Appointed as Accountant in Accounts Department.

· Responsible for maintaining the stock register according to LIFO, FIFO method.
· Posting the Requisition Vouchers on ERP Software..

· Maintain the status of Stock and check the Minimum level of Stock.
· Maintain the Stock according to Audit requirements.

· Maintain the Raw materials Stock on regular and priority basis.




Prepare head wise item report.
· Prepare the demand report.

· Prepare the RR and enter in software.
· Preparation of custom documents.
· Preparation of Commercial Invoice.

· Preparation of Local freight bills.

· Preparation of ocean freight shipping lines bills according to Bill of Lading.

· Preparation of D.O as per requirement of L/c.

· Preparation Tcs/Speedex slips bills.

· Write of Delivery note.
· Prepare job card as per instruction of Store Manager.

· Job Card enters in software.

· Issue fabric as per production job card requirement for production

· Prepare stock movement report.

· Prepare report of stock as per department.

· Prepare Dispatch invoice outletwise.

· Arrange all document for dubai outlet dispatch.
· Raising Invoices.

· Managing stock ledger.
· Managing parties ledger.

· Process expenses.

· Prepare area wise stock movement report.

· Maintain dealer wise report.

· Maintain collection sheet area wise.

· Arrange Vehicles for supplies.

· Deal all finance matter.
1. Check and confirm Receipts/Payments through online Banks A/c Status.

2. Deposits of Payment for purchase material.
3. Reconcile the bank statement at the end of month.

4. Handle petty cash.

2.years Professional


Experience:

1. Citycentresuites Hotel, Multan Main Sadar Bazar Cantt.
Job Nature:

“Appointed as Accountant”
· Received the Reg.Cards from Front Desk and arrange it contract wise.

· Checked all the BTC bills and attached with invoices.

· Prepare the Invoices in software which we used in Hotel.

· All invoices send to parties alongwith entertainment bills,booking confirmation email and taif.
· As per invoices we maintain our parties accounts.

· Inform to parties time to time for payment as per contract duration.
· Maintain petty cash Register.

· Call to parties for Hotel Accessories.
· Received cheques and deposit in Banks A/c.

· Prepare the ledger of the companies which have contracts with us.
Telenor,Coca-Cola,Hilton Pharma,Ramada Hotel,Mobilink
Pakistan Cables etc.

·  As per C.E.O instruction we perform the duty of cost control manager in    kitchen area.

· Some time we purchase the kitchen items.

· Maintain hotel inventory stores.
Finance Matters.

· Check and confirm Receipts/Payments throught online Banks A/c Status.

· Online Payment to parties for purchase material.

· Daily check the bank status online.

· Reconcile the bank statement at the end of month.

· Handle petty cash for daily front officers demands.
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