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HASEEB



· National Bank of Pakistan

      
            Feb 1996- Nov 2011
· Officer in Cash Dep
National Bank of Pakistan is a leading Bank in Pakistan. I was started my career in NBP as a Cashier and after that I got promotion. When I left the Bank I was officer grade.
· Responsibilities as a Teller
· Cash, down payment and cash cheque receipt and billing )

· Collection and of post Dated Cheques.

· Coordination and follow up with Finance Department.

· Responsibilities as an Officer
· Posting of current cheques.

· Filling of Credit Invoices

· Daily control of Cash and Cheque

· Maintain vault and vault Register

· Responsibilities as an Accountant
· Balance the whole register.

· Maintain the ATM Card Machine.

· Cash and cheque deposit in the Bank.
· 








 2014 to Current 
· Asst Accountant & Computer Operator
Standard Packages is a big TIN and Paint company.
· Responsibilities
· Enter the entries into the system.
· Type the Letters and Documents into the system.
· To ensure that all entries are correct.
· Usually work in Ms.Office and Ms.Excel.
· To work all computer work.
· Receives the calls of the customers.
· Make the Salary of the staff and pay them.
· Pay the salary to the Daily Wages staff weekly.
· Balance the cash every day.
· Daily cash and cheque receive of the customers.
· Brothers Gas Company (UAE)

      

2012 To  2013
· Store Keeper & Warehouse Incharge
Brothers Gas Company to serve the LPG and Natural Gas in UAE. It serves in Residential areas, in Hotels and Restaurants also. 
· Responsibilities

· Head of Dubai Warehouse.

· Maintain the records of the cylinders and other Accessories of the Warehouse.

· Handling all local deliveries and dealing with drivers; manage a team of salesman cum helpers and drivers staff and maintain collaborative relationship with all level of staff.

· Communication with the sales team and with the clients and ensure and improve customers satisfaction.

· Monitor the quality, cost and storage of goods.

· Allocate and manage the resources according to changing needs.
· Implement health and safety procedures when managing plan.
· Ensure that the deliveries to the customers are on time and on agree terms.

· Collection from the respective salesman of cash sales and payments.
· Email and Fax to our Head Office

· Matriculation            Young Folks High School.(Pak)
· F.Sc


Passed in 1993 (Pak)






· B.Com


Passed in 1995 (Pak)

· Quick Books

· MS. Word

· Ms.Excel Professional, Practical experienced.

· Regular MS. Outlook internet and e-mail user.

· Able to work with any main windows operation system, systematically.
· Typing speed approximately 50 (wpm).

· Date of Birth:

25-Dec-1971
· Marital Status:
Married
· Nationality:

Pakistan

· Religion:

Islam
· License:

Valid Pakistani Driving License.

Haseeb


Cv No: 876678
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