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Mehdi
Email : mehdi.368233@2freemail.com 
DOB: 29/03/1995 (22yrs)
OBJECTIVE:
I would like to express my strong interest to be in your team. After successful 1.10 year of work experience, my education and experience with all contacts will be definitely beneficial for your organization.
Key Skills:
Brilliant in following underneath stated skills.
· Expert in communicating effectively and efficiently. 
· MIS Reports and documentation. 
· Receivable and Payable management. 
· Excellent analytical & problem solving skills. 
· Payroll and general administration. 
· Work under pressure within deadline oriented. 
· Managing stock in and out. 
EMPLOYMENT EXPERIENCE:
Feb 2017 to April 2017
Rainbow General Trading L.L.C, New industrial Area ,Ajman ,UAE.
Export Executive (INTERSHIP):
Key Responsibilities:
· Issuing Performa invoices to customers as per quotation discussed. 
· Checking availability of stock from warehouses through contacting to warehouse keepers. 
· Confirming productions and expiry of material by batch no’s so we can deliver fresh material. 
· Applying for COO (certificate of origin) for Export and Re-Export material from chamber of commerce. 
· Collecting BL (Bill of landing) from shipping company and preparing export document set. 
· Sending documents to customer through bank/email or courier service. 
· Reporting to manager after every document is prepared to ensure they are correctly done. 
· At every month end preparing a Filling file for accounts department which includes number of Performa invoices issued and export set sent to customers by 
email/bank/courier.
October 2016 to January 2017
Najaf Jewelry Pvt Ltd, Gujranwala ,Pakistan.
Accountant:
Key Responsibilities:
· Recording daily sale & purchase in ledger. 
· Regular review of payments received, confirmation. 
· Preparing manual books, invoices/credit notes. 
· Sending monthly reminders to customers via phone on overdue and next due payments. 
· Monthly closing activities by booking of all receipts and credit note/invoices on time, before the deadlines. 
July 2016 to September 2016
Rafiq & Sons (Master Tiles & Master Sanitary). Gujranwala, Pakistan.
Accounts Officer and Stock Keeper:
Key Responsibilities:
· Reviewing financial reports and other documents to ensure they are accurate , reviewing books of accounts and confirm the records of expenditures and profit of the business are correct. 
· Formulating and monitoring budget of the business and providing budgetary recommendations. 
· Telling business their  bad debts and for early recoveries. 
· Preparing financial statements with coworkers. 
· Receiving and preservation of stock purchased. 
· Recording stock in and out. 
· Supervising store room. 
· Communicate with coworkers and business owner to make sure records are accurate. 
May 2015 to June 2016
Best Paper Board Mills (Pvt) Ltd. Gujranwala, Pakistan.
Accounts Officer:
Key Responsibilities:
· Following up all TT / LC / BC documents payment, as per sales contract. 
· Follow up with the bank for the status of payment &amp; other related matter. 
· Monitor aging receivables and follow up with the customers, in order to ensure timely payments 
· of the outstanding receivables. 
· Corresponding with customers, regularly sending account statements to customers. 
· Review of customers aging reports and listing of overdue invoices. 
· Sending reminders and follow up of due payments. 
· Communicating with customers regarding the discrepancy in the invoice / payments, etc. 
· Analyzing existing accounting procedures / systems and restructuring them in order to attain 
· optimum efficiency levels. 
· Report to Chief Accountant / management, every week for the status of trade receivable. 
Accounts Receivable In Charge:
· Handled and manage full accounts receivables, aging analysis and accelerated process of collections and outstanding debts. 
· Cash and banking handling and processing including POS (point of sale) processing and checking on daily basis. 
· Petty cash processing, Expense claims authorization and processing 
· Support in procurement and supplier processing and payment when required. 
· Coordinate with Marketing and sales department to ensure customers database is maintained and up to date. 
QUALIFICATIONS :
ACCA – UK (Association of Certified Chartered Accountants) IN PROCESS
From Professionals academy of commerce Gujranwala, Pakistan.
HDA – UK (Higher Diploma in Accounting)
From Professionals academy of commerce Gujranwala, Pakistan.
GCSE(Business Studies)
From The City School Gujranwala, Pakistan.
KG to 7th Grade
From Al Sadiq Islamic English School, Dubai, UAE.
COMPUTER AND IT SKILLS:
· Microsoft Office (word, excel and outlook) 
· Accounting Software  (Tallyerp9) 
· QBM (Quick Book Manager) 
Languages :
· English 
· Urdu (Native) 
· Punjabi 
Reference:
Will be furnished on demand
