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MOHAMMAD 

Mohammad.155330@2freemail.com 
Objective:-

A position as Accountant / Finance Manager / Storekeeper / Purchase or as Office Assistant with an organization, where I can apply my experience for the progress of organization & self.
Personal & Professional File In-Brief

Having more than 07 years experienced in hotel industry( Dubai & Pakistan)

· Experienced in Receiving, Payable and Aging analysis.

·  Experienced in routine Office Administration & having strong sense of responsibility.

· Well experienced in Storekeeping, Inventory Control & Payroll.

· Can get alongwith different situations and people.

· Fluent in English and can be correspondence.

· Experienced in MS Office and Data Entry Operation.

· Have done negotiation with Banks for Credit facilities.

· Experienced in Procurement / Purchase / Cheque discounting.

· Tactful, Polite and very good in Public Relations. 

Employment Details & Nature of Jobs Done

1995-2000
:
Dubai Hilton Hotel, Hilton Beach Club Dubai. (Receiving / 

Storekeeper / Accountant.

2002-2004
:
Ambassador Hotel Lahore, Pakistan (Accountant Office / Office 

Assistant)

2004- 2011
:
NCHD (Human Resources Organization) 

As an accountant:
· Supervision on Time Keeping & Verification of Books of Accounts, Petty Cash & Cehques.

· Verification & Storing out the prime entries according to the nature of the Transaction.

· Follow up of Debtors / Creditors and Reconciliation of their Accounts.

· Monitoring Accounts Receivable, Payables and Cash Disbursement & expense recording.

· Maintain Books of Accounts, such as Debtors, Creditors, Payroll, PDC entry.

· Receive enquiry and prepare quotations / Handling Stock Inventory.
As Office Assistant:

· Handling all computer related jobs & day to day correspondence.

· Follow up of Management decision.

· Outstanding payments & Liaising with Clients.

· Prepare Daily Reports and Maintain the Daily Accounts.

· Attending Customer Eqnuiries / Handling routine secretarial works. 

· Making Quotations, Receipts and Other essential documents.

· Systematic Filling of the Records and Documents.
As a Receiving / Storekeeper and Purchaser.
· Handling all items incoming and outgoing.

· Managing all foods, beverage, general items.

· Handling Record keeping and posting in computer.

· Purchasing foods, beverage, and general items.

· Arranging all items and taking inventories. 

· Collecting invoices and making payment as per purchase order.
Qualifications.
· M.A. (Pol. Science) From Islamia University, Bahawalpur

· B.A. (Economics, Pol. Science) from Govt. College, Bhakkar.

· B.Ed. from Baha-Ud-Din Zakrya University, Multan.

· Computer Application Ms Office from Nadia Institute, Dubai.
Personal Detail / Language Known

Indian / Pakistani / Date of Birth 15-11-1965 / Single ,visit visa

English, Handi & Urdu
