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CURRICULUM VITAE

Career Objective

Aims to contribute to the organization’s success through the use of exceptional experience and skills. Team building, unity and cooperation towards the fulfillment of the company’s goal is my ultimate objective. Proactive in all endeavor and aspire to be a part of  the organizations uplifment and development.

Strengths

Experienced in the field of Purchasing and Inventory Management and has  knowledge in accounting and bookkeeping. Proficient in the use of Tally 7.3 and Microsoft Office. With proven analytical abilities and organizational skills involving leadership business management. Well rounded, creative and technical problem solver. Fast learner who has been consisted cited for ability to achieve rapid comfort level in new environments and develops optimal solutions, innovative, self motivated and team builder.

Personal Details 

Name                              
 :  
ZUBAIR

Date of birth                 
 :  
01st April 1978.

Nationality                   
 :  
Indian.

Marital Status               
 :  
Single.

Languages Known     

 :  
English, Urdu, Hindi, Marathi.

Employment History

Purchasing Coordinator/Procurement Executive 


Atlas Printing Press, Al Quoz Ind’l Area 4 Dubai, UAE


February 2006 to present


 

Duties and Responsibilities
· Receives Purchase Requisition Form; Obtain three quotations from at least three suppliers, prepares the canvass sheet and check the most favorable offer comparing with previous price and the current market value

· Recommend to management the most advantageous offer considering value for money principle

· Placed the order and prepares the Local Purchase Order (LPO)

· Ensures that orders are made on time and delivered on the date agreed so as not to hamper production. Follow up undelivered order.

· Once items are received, check specifications of materials against the quantity and price agreed

· Maintain a complete record of all the items purchased which should always match the record of the godown/stockroom

· Collate all the required documents and submit this to the accounts department for payment and recording purposes

· Prepares  purchase planning chart for import of raw material.

· Maintain a complete record of all LC’s .

· Arrange shipment documents related to LC and arrange off loading and check/monitor with freight company details and sort if some problems exist.

· Arrange Insurance policies to open the LC’s 

· Book all purchase transactions in the Tally; Follow  up purchase payments

Accounts Assistant and Inventory Controller 


Atlas Printing Press, Al Quoz Ind’l Area 4 Dubai, UAE


February 2005 to January 2006


 

Duties and Responsibilities
· Counter checks daily deposits (cash/cheques); Kept and handled post-dated cheques, current dated cheques, and cash received from clients

· Kept and handles all company cheque books and checked daily collection list

· Maintained  proper and accurate recording of cash receipts and disbursements

· Prepare cheque vouchers and in charge in issuing cheques for payment

· Monitored schedule of all payables and on-hold cheques.

· Checked all computations of billings/statement of accounts of suppliers

· Monitored the inflows and outflows of stock in the godown

· Prepared the inventory stock sheet and reconciled this with physical inventory stock report every end of the month

· Ensured that stocks are within the level as required in the production

Audit Assitant 

Fakih & Company (Chartered Accountant), Mumbai India
January 2003 to December 2004


 

Duties and Responsibilities 

· Checking of interest, interest receivable on O/D,C/C loan accounts.

· Checking of the payables on SB/NRE-SB / all types of  deposit

· Accounts verification of all types of  Loan Documents, Term deposit documents Saving Account opening, Current Account Openings. NRE Account opening.

· Periodicals verification / counting of cash of different branches.

· Verification of Gold packets against gold loan documents.

· Inspection locker/lockers room & registers.

· Checking of all above on manual ledgers as well as on  computer. Tallying Bank / Branch reconciliation.

· Listing of  PA/NPA,Loan accounts, and segregation of them as per periodical requirement.

· Verification of  Stocks, Stationary & Printed materials.

· Verification of  Trial balance & cash book .

· Verification & finalization of  Society, School, Trust accounts.

Accounts Assistant

Asmira Paint Manufacturing Private Limited, Mumbai.

Oct 2000 to Nov 2002
Duties and Responsibilities 

· Job involved checking of all debtors invoice make necessary rectifications, Transfer to accounts, receivable update, daily receivable payment of all out-lets checks making rectification & re-post to the correct a/c, Preparation of "Asmira Paint" report daily  & month to date basis.                        

Academic Qualification

Passed  Bachelor of Commerce (B.Com) from Kolhapur University in 2000.

Passed  H.S.C (Higher Secondary Certificate) from Maharashtra Board in 1996.

Passed  S.S.C (Secondary School Certificate) from Pune Board in 1994.

Professional Qualification
Ms - Office (Ms Words, Excel, Power Point, Dos, Windows 97)

Language's - ( Foxpro, C, C++, Oracle)

Computer Studies from Aptech Limited, Sangli, India.

Web Technology - (HTML, Java-Script, VB-Script, ASP, WAP, XML,Etc)

Tally  6.3 from Crescent Computer System Mumbai.

Acquired Skills
Result-oriented and systematic approach to work.

Good communication skill with two P's (Patience and Persuasion)

All round inter personal and presentation skills.

Extra Curricular Activities 

Participated in various inter-collegiate seminars and youth session  focusing on personal growth and personality development. Awarded merits in the field of social service, elocution ,debates and other activities at school level.  

