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Muhammad
Muhammad.374357@2freemail.com  

Ability to grasp new ideas and integrate them into desired results. Ability to talk and conduct business in (English, Urdu, saraiki) languages. Able to coordinate several tasks simultaneously. Able to handle challenges, with proven history of increased productivity. Able to lead others in high-demand situations. Combine patience, determination and persistence to troubleshoot client issues. Commended for reliability and trustworthiness. Committed to implementing quality improvement techniques. Culturally sensitive and internationally travelled leader. Dynamic, results-oriented problem solver. Empathetic listener and persuasive speaker.



Contact Info

Strengths & Skills

	✔ MS Office
	✔ MS Excel
	✔ MS Word

	✔ General Solutions
	✔ Accounts Services
	✔ Time Management

	✔ Team player
	✔ Communication Skills
	✔ Accounting

	✔ Accounts Payable
	✔ Accounts Receivable
	✔ Auditing

	✔ Banking
	✔ Bookkeeping
	✔ Customer Service

	✔ General Ledger
	✔ Payroll
	✔ QuickBooks

	✔ Petty Cash
	✔ Bank Reconciliation
	✔ Fluent English

	✔ Tax Accounting
	✔ Payment
	✔ Administrative / Secretarial

	✔ Human Resources
	✔ Microsoft Excel
	✔ Peachtree

	✔ Tally
	✔ Procurement
	✔ Microsoft Dynamics

	✔ Tax Filing
	✔ Coordination with Govt Departments
	


Academics
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	Title
	Institute
	Date

	M.Phil (IR)
	Preston University, Islamabad
	2016

	M.A
	University of The Punjab, Lahore
	2014

	Tally
	Asset Pakistan, Rawalpindi
	2010

	QuickBooks
	Asset Pakistan, Islamabad
	2010

	Peachtree
	Asset Pakistan, Rawalpindi
	2010

	Bachelor of Business Administration(Accounting)
	International University of America, London
	2008

	Computer Sciences
	St Joseph College, London
	2007

	Certified Accounting Technician
	ACCA, London
	2006

	HSSC
	B.I.S.E D.G.Khan, Layyah
	2003

	SSC
	B.I.S.E D.G.Khan, Layyah
	2001


Experience   11.7 years
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	Company
	Designation
	Duration
	

	Siam Pharmaceuticals
	Company Secretary
	Jan 2016 - Aug 2017
	1.8 years

	Telesquad (Pvt) Ltd
	Senior Accounts/ HR manager
	Mar 2013 - Mar 2016
	3 years

	Rayford Migration Services Sdn Bhd
	Accountant
	Jan 2012 - Dec 2012
	12 months

	Lotus Pharmaceuticals (PVT) Ltd
	Chief Accountant/Purchaser
	Jan 2009 - Dec 2011
	3 years

	ALANDALE LOGISTICS
	Site Supervisor
	Jun 2006 - Dec 2008
	2.5 years

	CASUAL STYLES
	Customer Assistant
	Aug 2005 - May 2006
	9 months
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	Work History
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Siam Pharmaceuticals
	Jan 2016 - Aug 2017  (1.8 years)

	Company Secretary


	Islamabad, Pakistan


Head of Accounts, HR and Admin Department

 Taking minutes, drafting resolutions, lodging required forms and annual returns with Companies House; following up on actions from meetings;
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overseeing policies, making sure they are kept up to date and referred to the appropriate committee for approval; maintaining statutory books, including registers of members, directors and secretaries;


Dealing with correspondence, collating information and writing reports, ensuring decisions made are communicated to the relevant company stakeholders;


contributing to meeting discussions as and when required, and advising members of the legal, governance, accounting and tax implications of proposed policies;


Monitoring changes in relevant legislation and the regulatory environment and taking appropriate action; liaising with external regulators and advisers, such as lawyers and auditors

Organizing and preparing agendas and papers for board meetings, committees and annual general meetings (AGMs)

Developing and overseeing the systems that ensure the company complies with all applicable codes, in addition to its legal and statutory requirements.


	Telesquad (Pvt) Ltd
	Mar 2013 - Mar 2016  (3 years)

	Senior Accounts/ HR manager
	Rawalpindi, Pakistan


1-Preparation of financial statement (Profit & Loss Account, Balance Sheet, Cash Flow Statement)

2- Dealing with tax Matters (both Income Tax & Sales Tax)

3- Product casting

4- Supervision of book keeping

5- Letter of Credit (L/C’s)
6- Internal & Branch Auditing

7-Maintains the work structure by updating job requirements and job descriptions for all positions

8-Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes

9-Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring.

10-Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees.

11- Scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

12- Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

13-Contributes to team effort by accomplishing related results as needed


Rayford Migration Services Sdn Bhd

Accountant



Jan 2012 - Dec 2012
(12 months)

Kuala Lumpur, Malaysia

1-Preparation of financial statement (Profit& Loss Account, Balance Sheet, Cash Flow Statement)

2- Dealing with tax Matters, EPF, SOCSO

3- Product casting

4- Supervision of book keeping

5- Reporting to Management

6- Internal & Branch Auditing

Other assignment time to time


	Lotus Pharmaceuticals (PVT) Ltd
	Jan 2009 - Dec 2011  (3 years)

	Chief Accountant/Purchaser
	Islamabad, Pakistan


1-Preparation of financial statement (Profit & Loss Account, Balance Sheet, Cash Flow Statement)
2- Dealing with tax Matters (both Income Tax & Sales Tax) 

3- Product casting

4- Supervision of book keeping

5- Letter of Credit (L/C’s)
6- Internal & Branch Auditing

7-Internationally/Locally Purchase of Raw Material and Packing Material

Other assignment time to time


	ALANDALE LOGISTICS
	Jun 2006 - Dec 2008  (2.5 years)

	Site Supervisor
	London, Great Britain


1. Arrange weekly meeting with project managers logistics managers regards work performances and next week targets.

2. Safety acts, make reports, weekly roster, patrols, time sheets, daily quarries, customer services, reception, CCTV check, patrolling for different task, fire alarms, and fire exits, involving in protections of building, customer care.

3. Motivate the teams and get the work done from them.
4.Work at different sites, university of Hertfordshire and British Army in Oxford, Selfridges, Harrods, new bond street, old bond street and knights bridge at Gucci, Louis Votton, Dolce & Gabbana, Prada to check teams performances


	CASUAL STYLES
	Aug 2005 - May 2006  (9 months)

	Customer Assistant
	London, Great Britain


1. Dealing with customers face to face.

2. Carrying out stack checks.

3. Keeping a general maintenance of shop floor.

4. Managing stock in ware house.

5. I have also attended different training programs for Communication, Coaching Staff, Co-ordination and supporting the attendance.

Industries



* Functional Areas

Medicine Manufacturing, International Software House, Migration Consultant Services, 

Construction, Customer Services




Accounts, Finance & Financial Services, Tax, Audit, Procurement, HR, Administration


