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Legal Name

-
Mubashar 
Present Address
-
Mussaffah, Abu Dhabi, UAE.

C/o-Mobile Number
-
+971 504973598
E-mail


-
mubashar.377871@2freemail.com 
Profile Title:

ACCOUNTANT / ADMIN. OFFICER / TEAM LEADER
​​​​​​​​​​​​​​​​​​​
Career Summary:
· An experienced Accountant holding first division in B.com IT with 2 years of proven UAE experience in accounting field.
· 2 years of UAE experience in admin and office operations.
· 2 years of UAE experience as a team leader – security & customer service.
· Holding a valid UAE Driving License (Manual Gear).

· Experience of sales & merchandising of dairy products at Nestle Group.

· Proven ability to build, motivate and lead team of professionals.

· Extensive technical knowledge of computers, networks, phones, fax, printing, email, etc.

· Thorough knowledge of accounting software (Tally ERP 9, Peachtree Sage 50 & Quick books).
· Possess 55 WPM of English typing.

· Proficient in MS Word, MS Excel, MS PowerPoint, MS Access & MS Outlook.

· Technical & clerical assistance to PRO in all of his tasks.
Personal Information:
Date of Birth
-
March 12,1990
Gender
-
Male
Marital Status
-
Single

Citizenship
-
Islamic Republic of Pakistan
Religion
-
Muslim​
Visa Status
-
Employment (Transferable)
Work Experience:

A- Hawk Marine Services LLC

Musaffah Corniche, Abu Dhabi, UAE.


Accountant cum Administration Officer


April 2016 to present
Accomplishments:

1- I have introduced cash flow & ledger system to the company which saved the employer up to 60% of the money which was before either going to loop holes or it was completely unrecorded.
2- Introduced electronic project filing system for different projects and kept it updated from the beginning to completion of a project to have a 100% information regarding each project.
3- Introduced bank ledger system to the company accounts which helped the employer to keep track of the client & supplier transactions throughout the financial year.

4- Statement of Account for clients & suppliers, Accounts Receivable & Accounts Payable.

5- Unlike before, I have implemented monthly closing of accounts which helped the employer to have audited accounts which are helpful for the company to apply for financial services.
6- I have shifted the company’s WPS (Wage Protection System) to the bank which was before done through a money exchange.
7- Introduced monthly timesheets, pay slips and overtime records (as per UAE Labour Law) which reduced up to 100% of the salary complaints by employees.
8- Maintained personnel files and continuously updated them. I have also assisted the PRO in processing employees’ quotas, visas, medical insurance, identity cards, etc.
9- I have conducted timely renewals of the company legal documents, insurance policies, waste collections, registrations of FTA, CICPA, ADDC, ADWEA, EAD, DPG, AD Ports, etc.
10- Assisted company in getting vessel call approvals through Maqta Gateway, communicated with Musaffah & Zayed VTS for sea navigation approvals.

11- I have registered the company for recently introduced in UAE, VAT (Value Added Tax).
B- Skill Force Security Services LLC


Musaffah Workers Village, Abu Dhabi, UAE.

Team Leader – Security



Abu Dhabi Motors BMW, Umm Al Nar,


May 2014 to March 2016

United Al Saqer Group Abu Dhabi, UAE.


Accomplishments:

1- I built and trained a team of 9 personnel, motivated them and successfully lead them for 2 years.
2- Professionally dealt with Abu Dhabi Police, CID, Civil Defense, SAAED and PSBD / PSCOD authorities.

3- Implemented professional CCTV operations with daily surveillance reports to the client.

4- Organized frequent patrols to observe the performance of my team and assisted team members with any difficulty whatsoever.

5- Dealt with fire alarms, mainframe server security, executive offices security and maintained contentious communications with client representatives.
6- Professionally dealt with incidents, accidents, fights, wallet parking and reported them to the concerned authorities.

7-  Provided support and customer service to the client’s guests (mainly customers & suppliers).
8- Built a strong client – employer relationship maintaining employer’s goodwill.

9- Ensured the security of BMW, Mini Couper, Rolls Royce, Server Room, Parts & Service bays.

C- Nestle – Pakistan

I-9 Industrial Area, Islamabad.

Sales Merchandiser


December 2013 to April 2014
Accomplishments:

.

1. I conducted daily market visits to occupy space and make arrangements for the company products display.
2. Taking orders from the customers e.g. supermarket, hypermarkets, departmental stores, etc.

3. Synchronizing daily online progress reports with demand & supply details of the company products.
4. Developed policies to achieve given sales targets.

5. Attended monthly meetings and trainings for the business development and then implemented the given policies in the market for successful selling campaigns.

6. Branding and advertising of the company products.

Educational Background
1- University of Punjab Lahore
2008 – 2010

B.com IT (GPA 61%)
2- PBTE Lahore


2006 – 2008

D.com IT (GPA 59%)

3- BISE Rawalpindi

2004 – 2006

High School (GPA 50%)

License & Certifications
1- UAE Driving License (Manual Gear) valid until: 10-04-2027.
2- UAE National Security Institute – Basic Security Training Certificate – 2014.

3- UAE PSBD (Private Security Business Department) Licensed:  2014 – 2016.

Languages
1- Urdu / Hindi / Punjabi
-
Native

2- English


-
Fluent
3- Arabic



-
Moderate
Joining Period
One month
Declaration
I hereby declare that the information provided in this resume is valid and true according to the best of my knowledge and belief.
