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SUMMARY
An astute professional with over 8 years of total experience as Accounts Assistant with 4.5 years in Pakistan International Airline, Al Ain and 3.5 years in Pakistan International Airline, Abu Dhabi.
EMPLOYMENT PROFILE
Accounts & Administrative Officer with Group, Abu Dhabi (Including Sultan Bin Yousuf & Sons Travels).

MAY-2009 – DECEMBER-2011
Preparation of Salary of Staff of the Group, Maintaining Leave Record of the Staff, Preparation of Contracts of Flats given on Rent, receiving Cheques / Cash of Rents & Depositing it in the Bank, Working on Tally Package in Accounts, Preparing Petty Cash Vouchers.

Accounts Assistant with Pakistan International Airline, Abu Dhabi.

NOV-2005 – APRIL-2009
Handling day to day cash activities, and depositing it in the bank. Preparation of Daily Sales Reports. Making refund Cheques. Checking of agent sales reports in BSPlink. Feeding of Cargo Agent sales & checking of the same. Maintaining Bank guarantees of Agents. Feeding of EBT reports. Handling petty cash of the Airline. Preparation of Disbursement reports of the airline. Also having work experience on MS-EXCEL and MS-WORD.

Accounts Assistant with Ruby Tours & Travels, Pune, India.                  

May-2003 – April-2005

Worked as Cashier-cum-accounts assistant. Prepared Domestic Sales reports of 9W, Indian Airlines, Air India & Sahara Airlines. Worked on BSPLink for BSP reports of IATA carriers. Made BSP refunds on BSP Link. Handled accounts of Haj  Groups Ticketing.  
Cashier cum Accounts Assistant with Sultan Bin Yousuf & Sons, Commercial Agents of Pakistan International Airline, Al Ain.
Jan-1998 - May-2003

Worked as Cashier and Preparation of Daily Sales Reports. Making refund Cheques. Checking of agent sales reports in Airline Accounting Package. Feeding of Cargo Agent sales & checking of the same. Maintaining Bank guarantees of Agents. Feeding of EBT reports. Handling petty cash of the Airline. Preparation of Disbursement reports of the airline. Also having work experience on MS-EXCEL and MS-WORD.
SCHOLASTICS
June-1992 to March-1995

Bachelor of Commerce 




Pune University
ADDITIONAL QUALIFICATIONS
September-1995 to February-1996

Diploma in International Airline & Travel Management from Trade Wings Institute of Management. 
Fluent in MS WORD and MS EXCEL.
PERSONAL VITAE
Languages: English, Hindi, Marathi, Urdu

Visa Details: Visit Visa 
D.O.B.: 14-05-1974
