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WARIS
Email Address: waris.150845@2freemail.com 

Experience in Dubai: 4 YEARS

Driving License: Valid till March, 2026
Objective
As a Professional worker I have up to 4 years of experience in UAE in the field of Accounts, Purchasing & Customer Service. I am welling to get a challenging career in a reputable firm to prove myself as a valuable asset for the firm. I try to use my ability to work in a team environment. I am self-motivated and able to work both independently and as collaborative team member.
  Work Experience
DXB Businessmen Services (TAS-HEEL):
Cash Officer, Assistant Accountant & Purchasing Representative:

Duration: May 2015 till Present
	
	


RESPONSIBILITIES AS A PURCHASING REPRESENTATIVE:
· Continually research alternate source for products in order to ensure the most competitive pricing

· Create and implement rules regulations and processes for purchasing

· Tag items for price and expiry date

· Stock items when required

· Balance all transaction at the end of the day for cash reconciliation

· Knowledge of purchasing process as well as general knowledge of  budgeting and cost-

Management

· Possessing effective negotiation skills.

· Strong communication and interpersonal skills with fluency in English.

· Ability to work both independently and within collaborative environments.
RESPONSIBILITIES AS A ASSISTANT ACCOUNTANT:
· Managing Petty cash
· Assisting Chief Accountant in Payroll Finalization
· Review expense reports and cash advances 

· Process accounts payable checks
· Prepare monthly account reconciliation analysis 

· Post and maintain accounting documents in the database 

· Ensure invoice payments 

· Assisted with general accounting and month-end closing

· Worked with accounts payable/ receivable teams

· Reconciled balance sheets

· Reviewed monthly financial statements 

· Maintained accounting file
· Calculated salaries and benefits and handle daily bank deposit postings

RESPONSIBILITIES AS A CASHIER:
· Cash Management

· Filing invoices 

· Recharge G2 machine/e-dirham for customer

· Exceed the standards of customer service experience by maintaining a friendly and customer focused approach

· Provide timely and appreciable customer service, increased revenue by 30%

· Change cash register handling process which increased efficiency by 20%

· Maintain and imparted knowledge of cashiering procedures

· Counted, verified, and reconciled daily sales 

· Managed deposits

· Balanced accounts receivable checks

· Recorded received transactions
Auris Hotel Furnished Apartments:

Senior Customer Service Executive:
Duration: April 2013 till January 2014 (10 Months)

Place: (Palm Jumeirah, Dubai)

RESPONSIBILITIES AS A CUSTOMER SERVICE:
· Participative Management

· Supervision of maintenance and cleaning department 

· Attending walking customer as front desk officer 

· Assigning of team leader and security guards duties 

· Tennent complaints handling for maintenance and cleaning department 
Education 
· Completed Secondary school examination.
· Punjab College of commerce (from 2011 to 2012) 72.50 % 

Personal Information

· Language

:

 English, Urdu, Hindi, Pashto, Punjabi.
· Father’s Name
  
: 

Muhammad 
· Gender            
  
: 

Male

· Date of Birth

:    

30th March,1992 
· Marital Status

:

Married
· Personal car

:

Available, Honda civic 2015
· References

: 

Can be furnished on request

