RESUME
CV No: 953772
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
	Personal Details

	
	
	

	Date of Birth
	:
	3rd January 1986

	Sex
	:
	Male

	Marital Status
	:
	Married 

	Nationality
	:
	Pakistan

	
	
	

	
	
	

	
	
	

	Religion
	:
	Islam

	Address


	:
	Dubai UAE

	Languages

Visa Status                            
	:
	English, Urdu, Punjabi, Hindi & Pushto   

Employment (Transferrable)

     

	Objective


To infuse all my expertise and experience for the core benefits of the organization. 

To accept every challenging task and remove all bottleneck towards complete satisfaction of the job 

and the goal.

	Professional Training and Experience +4 Years


1. Medical Complex Dubai U.A.E (2011 to Date)
2. SAVOY INN Group of guest houses Islamabad Pakistan(2009 to 2010)
3. DEBOR CONSULTANT Peshawar Pakistan (2006 to 2008)
4. Zeeshan Ali & Company Chartered Accountants Peshawar Pakistan (2005 to 2006)
	Major Areas  of Expertise


· Preparation of Receipt & Payment Accounts.
· Making of all Performa documents for concerned organization. 
· Maintaining of employee records.
· Maintenance of Prime Entry Books.
· Maintaining of Pay slips & Leave records.
· Attendance records.
· Wages calculation.
· Employees overtime calculations.

· Vouching of records of vehicles.
· Maintaining of receipts and payments files according to their correct account.
· Making all Performa invoices.  
FUNCTIONAL DUTIES
 :
(Accounts Payable)


*
Preparation of all Requests for payment

*
Daily reconciliation of Supplier's Account      


*
Preparation of Journal Vouchers


*
Preparation of Accounts Payable Vouchers


*
Preparation of Debit & Credit Note


*
Payroll preparation through WPS (Wage Protection System)

FUNCTIONAL DUTIES
 :
(Accounts Receivables)
*
Responsible for all Collections


*
Preparation of Daily Collection Report      


*
Preparation of Journal Vouchers and Credit Notes


*
Preparation of Cash & Check Receipt Vouchers


*
Preparation of Debit & Credit Note

*
Monthly SOA Preparation

*
Daily Reconciliation of Customers Account
OTHER FUNCTIONAL DUTIES :
· Prepares bank reconciliation, gratuity computation schedule, annual leave salary, annual air passage, schedule of prepaid expenses,
· Maintaining networking of server system with other systems.
· Preparation of documents for insurance companies, ministry of labor and Dubai health authority.

	U.A.E Driving License Details


Title:  Valid Light Vehicle Driving License

Place of Issue: Abu-Dhabi

	Computer Proficiency


· Excel.
· Excess.
· Quick Book (Acc, Software).
· Word.
· Power Point.
· Sound knowledge of Internet.
· Photoshop designing software.
· Knowledge about soft, & hardware.
· Knowledge about networking of systems and printers.
	Education

	ACCA (Association of Chartered Certified Accountants) (Fundamental)

United Kingdom


	MBA Finance (In Progress)  

	B.A ( Economics and Political Science )  2009 Percentage: 54

Pakistan

	F.SC (Pre-Medical)   2004  Percentage: 70.72%

Board of Intermediate and Secondary Education Peshawar Pakistan


	Extracurricular Activities 


1. Newspapers 

2. Welfare Activities 

3. Playing Cricket

4. Books Reading

