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Yousaf
· Driving License:_ In Process                  
· DOB:_ 13.APR.93                    
· C/o-CELL +971 504973598 
· E-MAIL yousaf.376649@2freemail.com 
· VISA STATUS: EMPLOYMENT 
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ABOUT ME       I am the type of person who enjoys and thrives on challenges both inside and outside the working environment. I have a positive approach and outlook along with being both organized and innovative within the work place.
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EDUCATION

· Master In English  (Last Semt.) 
                               Literature   

                                   University Of Punjab , Punjab ,Pakistan

                                       2015-2017

· Bachelor of Commerce. (B.Com)

   Accounting & Finance


   University of Punjab, Punjab, Pakistan


   2009-2011
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SKILLS


· Strong communication, interpersonal and analytical skills

· Team player with an ability to grasp new things quickly.

· Strong analytical, problem solving, organizational ability.

· Excellent written and communication skills,

· Willingness to learn,

· Strong IT skills.

· Negotiation skills.
· MS Office.
· Windows Operating.
· Accounting Software.
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EXPERIENCE

· Al-Yaqoot Passenger Transportation  LLC

                                                                        Dubai, UAE               ( OCT/2016 to STILL)

                    ‘’Accounts, Office Administration ’’ 
· Providing Customer services.

· Making and approval of reports of different accounts. 

· Responsible for the Cash Collections from Buses.
· Manage all buses and drivers activities.
· Check and renew Transport Permits.

· Manage and proceed the visa processing for renewal and new entry,
· Online visa typing and renewal process.
· Visit different companies and school to gain business.
· Check and manage the invoices and collect amount on the behalf of invoices.
· Manage the salary account of employees. 

· Keep In check the vehicle Licenses and Renew Them. 

· Daily trips Report Making of Every Bus.

· Insurances Of buses and Managing the Process.

· Deposit and withdrawal of cash and cheques. 

· Check and manage the files.

· Handle the tasks of preparing and analyzing accounting reports and financial information.
· Superior Group Of Colleges
                                            Pakistan,          (FEB-2014 to MAY-2016)
                                             ‘’Assistant Officer Finance’’   
· Handle the tasks of preparing and analyzing accounting reports and financial information.
· Making Standard variance and comparing with actual.

· Sending Reports to Management on monthly, quarterly and annually.

· Handle the tasks of handling the month end closing process and internal financial reporting.

· Assist in all financial activities and reporting.
· MALIK Currency  Exchange
Pakistan,              (MARCH-2013 to NOV- 2013)
‘’Teller And Customer Services’’
· Exchange operations both in the domestic and foreign currencies.
· Handling cash in the exchange office.
· Recording all foreign exchange transactions and comparing records with the actual state of cash.

· Provide information and guidance to customers through the delivery of excellent customer service to resolve customer queries and achieve customer satisfaction.
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LINGUISTIC SKILLS

· 
English 
(Read, Write, Speak)

· 
Urdu

(Read, Write, Speak)

· 
Punjabi
(Read, Write, Speak)
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DECLARATION
I hereby declare that the details furnished above are true to the best of my personal knowledge and belief.
