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HR CONSULTANT

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Human Resource Management, Market Research & IT Consultant
Portal Services | Public Networking | Website Design | Digital Marketing

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation

Manpower Sourcing - Recruitment Services

Providing Professional Services to Employers since year 2002
Authorised Foreign Representative of Licensed Manpower Agencies

Issue Demand Letter > Chamber of Commerce + Embassy Attestation >
Interview Candidates Online > Issue Visa + Ticket to Selected > Manpower Deployed



[image: image2.png]prepped.




[image: image3.png]


                                                                                

Objective
My Name is Talat Raza, graduated in Business and Finance I have more than 13 years of  

Experience in accounts & finance department as BOOKEEPER especially in receivable 
& Payable section, I have been doing my job as Assistant Manager Accounts since March, 
2021 at ZEDCO. I am looking for a job where I can transfer my professional skills & abilities 
which I have learnt; I want to serve the company with enthusiasm & fantastic manner.
Summary of Job responsibilities
· To record receipt of payments received from customers against sales of supplies & services bills.

· Oversee Stock, including stock planning & monthly Stock taking.

· Raising sales Tax invoices to customers & sales report.
· Oversee on daily basis, Bank, cash vouchers (Payments & Receipts) & Journal 

Vouchers.
· Maintain Cash Book & customers Ledger
· Bank reconciliation

· Maintain of Tax challan, cash payment receipt (CPR) record withheld by customer
· Preparing and maintaining statutory books of accounts wise, journal, ledger, cash 

Book and subsidiaries in compliance with time accuracy.

· Stock Reporting.
· Prepare working of monthly sales tax return & reconciliation.
· Profit & Loss statement.
· Balance Sheet.
· I have also experience for accounts payable position as well as I have worked 

as Senior Accounts officer at Fazal & Co for eight years so this role also had the 

responsibilities for vendor accounts management & purchase related reports.

· Implemented Basic Inventory Cycle into ERP Software in Fazal & Co & also have 

experience system migration related activities three times in my professional tenure.
Skill Highlights
Reconciliation & Analytics
ZEDCO, From March, 2021
· Sales, Customer & bank reconciliations as required.

· Support to sales team with customers analytical reports

Accounting & Inventory software

I have experience of different Cloud Based Accounting & Inventory software like “Busy win
ODOO, QuickBooks & MS office applications.   
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Contact





   +971504753686


  � HYPERLINK "mailto:Talat-405317@2freemail.com" �Talat-405317@2freemail.com� 








Experience History


Assistant Manager Accounts Receivable


Medical Equipment Company, Karachi, Sindh/Pakistan


March/2021 – Currently working





Ex: Server


Sr. Accounts Officer 


Fazal & Company


Karachi, Sindh, Pakistan


Jan, 2012 – Sep, 2019





Ex: Server


Accounts Assistant


GSM Solutions, 


Karachi, Sindh, Pakistan


Aug, 2009- Dec, 2011





Education


Bachelor of Commerce in Business Administration (Finance)


University of Karachi, Karachi, Pakistan


Mar, 2005 – April, 2010�


MS Excel workshop


Have attended one day workshop on MS Excel held by ICMAP on 2nd Sep, 2022
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