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 Waqas 
Mobile: C/o 0504973598
Email: waqas.378760@2freemail.com 
Dubai, United Arab Emirates 
CAREER OBJECTIVE
Seeking a position as Accounts Assistant to work in a growth oriented organization to employ the knowledge and skills acquired in my education & experience and contribute to the team effort to achieve group goals. 
CAREER SNAPSHOT
· 7 years of experience in accounts, sales coordination & office administration in Pakistan & Saudi Arabia..
· Qualified with a Bachelor Degree in Commerce (B.Com) & a Diploma in Commerce.
· Skills in Tally, MS Office & awareness of SAP Financial Accounting & Controlling.
· Can handling accounting, administration & customers service responsibilities well
· Can handle multiple tasks effectively and very much flexible with time. 
· A good communicator with excellent relationship building & interpersonal skills, problem solving organizational abilities, possess a flexible & detail oriented attitude.
· Hardworking and systematic with assignments, trained to be familiar with the procedures of administrative and other relevant documents.
· Well organized, systems oriented & have a strong attention to details.
· Efficient, smart, reliable and hardworking.
WORK EXPERIENCE
· Accountant, ABA Tourism LLC, Dubai (Aug 2017 – Nov 2017)
· Accountant, Silk International Travel & Tourism, Pakistan (Apr 2016 – June 2017)
· Assistant Accountant & Sales Coordinator, Fuchs Company, Saudi Arabia (Jan 2013 –Feb 2016)
· Teller (Junior Officer), The First Micro Finance Bank Limited, Pakistan (Nov 2010 – Dec 2012)
Job Responsibilities
Accounts
· Receive and record invoices and arranged payments.
· Prepare and send invoices to debtors.
· Responsible for the verification of time sheets and expense vouchers of the employees and submit them to the Chief Accountant.
· Prepare regular reports and summaries of accounting activities.
· Maintained Daybook, Sales, Purchase; sales returns and posted ledgers.
· Maintain bank account; cash counting & deposit to bank.
· Prepare daily sales reports.
· Verify summary statements of customers / agents.
· Collection and issuing of cheques.
· Accurate cash register operations.

· Posting of Transfer, Cash Vouchers in MIS.

· Supervision of Cash Department

· Loan Disbursement  
· Loan Recovery posting
· Prepare loan repayment statement.
· Prepare bank statement monthly every bank.
· Prepare Salik charges in excel and check website.

· Prepare RTA fines schedule.

· All vehicle File accurate by manual.
· Assist in preparing periodic trial balance.
· Responsible for the filing and indexing of all files related to the Accounts Department.
· Handle cash books, ledgers and stock and issue register.
· Handle of petty cash provided to the branch and record the same in the system.
· Issuing of credit notes and debit notes.
· Provided administrative support to both staff & managers & coordinated with customers.
· Filed correspondence and other records.
· Store and retrieve data on computers.
· Handle recoveries and follow ups.
Other Responsibilities 
· Maintain complete updated purchasing records data and pricing in the system.

· Ensure accuracy of data provided to the customers at all times.
· Received and processed incoming and outgoing mails.
· Coordinated in purchasing office supplies.
· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.
· Maintain cordial relationship with existing customers via meetings, telephone calls & e-mails.
· Response immediately to customer complaints and problems, handling it in a courteous and professional manner, and ensure follow through
· Prepare office supplies and equipment purchase requisitions, coordinate and monitor maintenance services and serve as liaison between departments, management and staff
ACADEMIC CREDENTIALS
· Bachelor of Commerce (B.Com.), University of Sargodha
· Diploma in Commerce, PBTE, Lahore, Pakistan
COMPUTER PROFICIENCY
· MS Word, Excel, Outlook, PowerPoint & Access
· ABA Safari  tally  quick book Peachtree  
PERSONAL DETAILS
Date of Birth 

: 16.11.1990
Nationality

: Pakistani
Marital Status

: Married
Language Known
: English, Urdu & Hindi, Arabic
Visa status

: Visit Visa
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