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WILLIAM







Dubai, UAE

Phone : C/o 0504973598
E-Mail: William.59769@2freemail.com 
OBJECT
Seeking challenging position in Accounts / Logistics with a esteemed organization where I can perform/ contribute my academic qualification / processional experience achieved during my carrier and can serve with utmost sincerely and integrity for the benefit of the organization. Ability to work independently and in a team with high sense of taking ownership & responsibility of each task and can work under pressure. 

QUALIFICATION
Bachelor of Commerce degree from University of the Punjab-Lahore, Pakistan 1993 having experience in Accounting , Logistics/ (Import & Export)
CAREER PROGRESSION

ESAS Technologies LLC 




Sept. 2005 - Present

Dubai ,UAE 






Accounts / Logistics Executive  

Responsibilities / Duties :

Final Accounts and  Audit of the company. Day-to-day accounting trasactions.
Presentation & submission of quotations/ tenders , Local & International Procurement, Logistics , Receipt and Raise of POs. Tejari on line business, Ministry of Health’s tenders, and visit to Bank & Custom Department’s Jebel Ali Free Zone as required.   

ACCOUNTS :

Day to day accounting transactions .

Preparation of Final Accounts and handling annual audit of the company.

Daily Cash flow and Reporting to the Chief Executive.
Posting of journal, Cash & bank payment vouchers.

Bank reconciliation statements.
Stock / Inventory control.
Visit to bank as required i.e. preparation of Banks Guarantee/ Bid Bond /TT or any other bank related matters.   

Price Quoting : 

As per our customer’s demand / enquiries, quotations receive from our supplier (Local & Internationally) and preparation and submission of our quotes to customer (s).

Procurement  : 

When our quotations convert into an orders, issue purchase order (Local / International) to our supplier and co-ordinate in order to timely delivery of goods to customer..

Logistics – (Import & Export):

In order to smooth and efficient functioning of the logistics, customer services and warehouse: 
- Co-ordinate with warehouse and Freight Forwarder for speedy shipments 

  and clearance from Port. 

- Manage the customer service operations such as order processing, order acknowledgement,

               order scheduling and follow up vender in event of any discrepancy (short-shipments).

- Export documentation (Invoice, Free Zone Import / Export document and Certificate of 

  Origin from Chamber of Commerce Duabi.

- Ensure and oversee the proper physical checking of all Import / Export shipments.
MOH & Tejari Business :

Tejari online business, enquiries/ tenders  and submission of  quote / tenders.

Registered our company as supplier to Ministry of Health Abu Dhabi,UAE. Regular visit working on MOH’s tenders.  

Achievement :

Accounting package PeachTree .

My present job apart from accounts , I report to and assist, Director Sales & Marketing on International Sales, Purchase and Communication and learn Shipping & Logistic , Sales, Purchase, Price Quoting , Import & Export (Especially Healthcare Products). 

Cathedral School System





Feb.1998 - Dec. 2002

Lahore-Pakistan 






Accountant Officer

Responsibilities / duties

· Final Accounts for the annual audit of the institution.

· Preparation of Annual Budget of the institution and send to head office for final approval.

· Keep control of all expenses within the budget limit.

· Monthly reporting to the head office.

· Checking of daily journal, Cash & bank payment vouchers and daily posting of the voucher and Fee bills.

· Bank reconciliation statement(s).

· Monthly staff salaries transfer to bank.

· Oversee to the subordinators other administration. 

· To see the staff matters i.e. staff promotion , retirement, P.F. Loan cases  etc and send the recommendation to the head office.

· Visit to the Income Tax, EOAB, Education board offices as required.

Achievement :

Appointed as a School Accountant, subsequently Diocesan Board – (LDBE) given to me more Accounts related responsibilities i.e.

1- Appointed a member of the “ Accounts Committee “ of the Diocesan Board. for revision of  the Accounting system of all educational institutions under Diocesan’s Board.

2- Diocesan  Book Shop and Guest House’s Final Accounts for annual audit.

Golden Gulf Textile Mills Ltd.




July’1995 - Jan’1998

(Dubai), Fujairah Free Zone UAE 



Accounts & Logistics officer

Responsibilities / duties :

Accounts :
-
Preparation of monthly and annual accounts of the company.

-
Day-to-day transaction (posting of cash / bank / journal vouchers).

-
Daily Cash Flow.
-
Bank reconciliation statement of CD and Loans a/cs.
-
Staff Salaries.
-
Fabric costing.
-
Release /Pledge (fabric/yarn) as required.
-
Stock taking at the end of the month.
-
Visit to banks as per requirements.

-
Preparation of monthly and annual accounts of the company. 

Export

· Export documentation (as per L/C). 
· Presentation of export bills/ documents in bank for realization of payments.

· Production plan as per export contracts.

· Contact to the parties to open/ amendment of the export L/Cs as per contracts & production plan.

· Release and Pledge of Fabric/ Yarn etc as per requirement.
Import :

· To open Import L/Cs of raw material (yarn etc).

· Contact to the yarn suppliers (raw material) as per requirement.

· Maintain the record of Import L/Cs and contact for necessary amendments.

Achievement :

Appointed as an Accounts officer for Dubai office,  within 6-months Import & Export responsibilities also given to me and after 1-year, I independently handled Logistics  department.

Zahur Cotton Mills Ltd – (Group)  



Nov. 1993 to June’ 1995

Lahore Pakistan. 





Accountant Officer

Responsibilities / duties

· Preparation and posting of the all Journal and payment (Cash / Bank) vouchers.  

· Preparation of daily & monthly cash flow statement.

· Bank reconciliation statements of CD and Loan a/cs i.e O/D, L/C advance, LAPC, LAFB and Long & Short terms Loans.

· Monthly staff salaries.

· Visit to mills for stock taking  at the end of the month.

· Visit to banks Income Tax and EOAB office as required.

· Maintain the record of the debtors/ creditors.

· Payments to the suppliers and maintain the record of creditors.

· Preparation of all accounts books (day-to-day transaction) for annual audit of the company.

Achievement :

Appointed as an Assistant Accountant and started the Journal and Ledger posting, with in 1-year 
promoted as an Accounts Officer and worked up to the Final Accounts.

PERSONAL INFORMATIONS

Date of Birth
:
Oct’ 1968

Marital status
:
Married 

Nationality
:
Pakistani

Visa status
:
Employment (transferable)
Have valid UAE’s Driving License

ACTIVITIES
Foreign Tours : 

Visit to various European and other countries i.e. England, Germany, France, Italy, Switzerland, Sri Lanka and now in UAE.


Cricket :

University level, and played from departments /clubs in Lahore , Dubai  and England.

Coordinate / Manage Inter School Cricket Tournament ‘ 08 (Under Pakistan Consulate Dubai, UAE).

