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Objectives:

Seeking a position where I can use my knowledge of new technologies used in accounting, strong computer skills and desire to upgrade myself to support your esteemed organization.  I want to join team of professionals and secure a position with dedication, hard work and enthusiasm; At the same time acquire new skills to improve & increase productivity to add value for company I work for.

Personal Profile:

I am self-motivated individual with excellent teamwork skills combined with the discipline to work extremely well on my own if required, confident and mature, fast learner, positive attitude and would be well suited to a dynamic and progressive industry where innovative hard work is rewarded.
Strong organizational and communication skills involving the ability to disseminate information and knowledge whilst listening and putting into practice advice and instructions.
A hardworking person, who can meet challenges and overcome with comprehensive solutions, Always confident to handle any pressure, Ability to solve problems instantly to meet the goals. 

Can speak English, Urdu and Hindi
Technical Profile:

· Accounts, Administration and Data entry
· Accounts Receivables, Accounts Payables

· Can handle purchase orders, managing accounts with double entry, book keeping
· Managing files and maintaining records 

· Good knowledge of Microsoft Dynamics NAV
· Computer Skills: Computer operations and concept

· Using computer-based technologies to manipulate to create, store and retrieve information to express ideas and communicate with others

· Word processing, graphics, multimedia
· Spreadsheets, database, online working, browsing, research
· Installation Windows, fixing problems 

· Microsoft Word, Excel & Power Point

· Typing speed over 50+ words per minute

Work Experience:
Accountant & Administration Assistant

Hi-Tech Petroleum, Faisalabad, Pakistan



          Jan 2010 to Nov 2011
Worked at Hi-Tech petroleum, a sole distributor for Shell for Faisalabad district region in Pakistan to provide industry oil and lubricants; Job included the work related to accounts and administration. Job was related to various aspects of the business from generating quotations, invoices to maintaining accounts for clients. Closed and prepared monthly management accounts reports. Performed monthly account reconciliation's and monitored general ledger transactions. Preparation of monthly management accounts to strict deadlines. Job responsibilities were:
· Prepare quotations for prospect clients.
· Issue purchase orders to buy stock, generate invoices.
· Keeping and maintaining accurate records of all the inventory and stock in warehouse.
· Maintain accounts receivables and account payables.
· Prepare monthly income statements.

· Performed data entry.

· Answers correspondence, phone, and electronic mail concerning procedures or inquiries on the processing of payments by responding verbally or in writing.
Accounts Assistant

High Trading LLC, Deira Dubai.




 
           Oct 2008 to Oct 2009 

Started working as an accounting assistant with the excellent knowledge of bookkeeping functions, handled accounts payable, responsible for assisting the accounting chief, helped in preparing financial reports and statements, responsible for other clerical duties like- compiling and preparing various reports and so on, job responsibilities were:

· Performed accounts payable functions. 
· To receive and process all invoices, expense forms and requests for payment.
· Performed data entry, bookkeeping.
· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.
· Managed vendor accounts, Prepare cheques for payment.
· Ensures purchase orders, receiving and invoices are matched. 

· Ensured compliance with accounting deadlines. 

· Prepared company financial accounts in ERP Microsoft Dynamics Nav.
Accounts Assistant
(Temporary)
Al Manal Development LLC, Airport Free Zone Dubai.


          Feb 2008 to Sep 2008

Worked as an accounting assistant in real estate developer part of Al Ghurair Group with the duties and responsibilities: Forwarding of Invoices to clients and ensure timely dispatch to the concerned person; Assist the Manager Finance for timely collection of receivables and follow up any discrepancies with the clients. Prepared various financial reports and statements; responsible for supporting accounting manager in his work; prepared monthly reports and sent them to the accounting manager. Job responsibilities were:
· Responsible for managing accounts receivable, account payable.  

· Responsible for cash sales receipts, petty cash payments, creditor payments. 

· Responsible for maintain financial accounts in ERP Microsoft Dynamics Nav.
· To receive and process all invoices, expense forms and requests for payment.
· Encoding and posting the invoices to the ledger.

· Makes computations for balancing and maintaining ledgers, completing reports, and providing information upon request for specific purposes
· Prepare customer statements.

· Performed data entry and bookkeeping.
Education:

· ACCA:

Part One Completed.
· B.Com:

2006, 
Govt. Commerce College,
Faisalabad, Pakistan

· Intermediate:
2002, 
Punjab College, 

Faisalabad, Pakistan

· Matriculation:
2000, 
Webster High School, 

Faisalabad, Pakistan
Personal Detail:
Fathers Name:

Abdul Majeed Khan

Date of Birth:

January 28, 1985

Nationality:

Pakistani

Visa Status:

Resident
Marital Status:

Single

References:

· Available on request
