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Muhammad
Visa Status Transferable Freelance Visa
D.O.B:  1- 01- 1996 

Nationality:
Pakistan
Muhamed-404244@2freemail.com 
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To indulge in a career that could uplift my profession by utilizing all the skills and abilities and attaining a level of competency in an attempt to achieve best possible position in this modern corporate world and seeking a challenging position in an organization that offers growth and an opportunity to contribute to its mission. 
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I am a reliable and prudent personality. I love to work in a free environment where innovative ideas are welcomed. I have flexible personality with respect to working conditions. I encourage teamwork and my efficiency is increased under pressure. I am very caring for my colleagues. I possess leadership abilities. I am well aware of motivational tools required by a team. 
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	QUALIFICATION 
	PASSING 
YEAR 
	BOARD/UNIVERSITY 

	Matriculation 
	2012 
	B.I.S.E Rawalpindi 

	Intermediate 
	2014 
	B.I.S.E Rawalpindi 

	B A 
	2018 
	Allama Iqbal Open University Pakistan 
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Accountant Assistant  
Instant Debt Management Services. Dubai, UAE Jan-2020 Feb-2022 
Job Role:
· Finalizing reports of POs.
· Maintaining Cash and credit flow 
· Maintaining Expense detail and handing patty cash. 
· Issuing barcodes on new articles.   
· Maintaining proper product display in the shelf’s. 
· Maintaining inventory of all goods according to the given schedule. 
· Counting cash and match it with system sales at closing 
Sales Coordinator Mashreq Bank Dubai, UAE Jun – Dec 2017 
Job Role:
· Monitoring quality of incoming applications submitted by team
· Maintain records of rejection reason and frequency for no repetition in future
· Ensuring the quality of cases moved to next unit for review while scanned and sent for approval
· Sharing quality information flow between sales staff and processing units
· Ensure timely processing of cases and releasing them to next queue for action
· Keeping team updated by rolling out rejections, approvals, rental collections, and cases in process MIS in a timely manner
· Ensure adherence to policies and maintain quality of work
· Review and resolve any inconsistencies existing in products and service offerings to customers
· Review and improve customer service channel processes to make it simplified and efficient
· Monitor, review and optimize revenue streams to avoid revenue leaks from process inefficiency or process methods
· Monitor and improve service channels efficiency by identifying the process gaps
· Develop new method and process to improve customer experience for card products and services
· To maintain an efficient working environment
Cashier S & S Currency Exchange Talagang, Pakistan 02 Jan – 30 Apr 2018 
Job Role:
· Receiving Cash and providing correct change to customers 
· Handling Cash register transactions 
· Entering daily transactions in computerized ledger 
· Exchanging the foreign currencies and keeping knowledge of FOREX rates 
· Transferring money through Western Union and Express money  Preparing the daily transactions report for the management 
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· 3 Months Short Course in Computer  3 Months Short Course in AutoCAD 
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English, Urdu, Punjabi 
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Reading News Papers and Books Playing Cricket  and Foot Ball   
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