CV No: 1050126
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
I am a Certified SAP ERP professional trained on Accounts (Financial), Sales (A/R), Purchase (A/P) and Inventory management modules. I have more than three years experience of Accounts Payable, Accounts Receivable and Administration. I have good writing, presenting and interpersonal communication skills.

CAREER OBJECTIVE

Seeking the position of an accounts payable & receivable specialist with a view to utilize my credentials and experience towards professional growth and development in a renowned organization.
PROFESSIONAL EXPERIENCE

Leading Company

 June 01st, 2011 to June 10th, 2013 

Accountant

Responsibilities:

· Managing all accounts receivable & accounts payable.

· Managing General Ledger and P&L accounts

· Weekly and monthly reconciliation with banks

· Internal auditing carried out on monthly, quarterly and annual basis

· To prepare sales invoices and maintain customer and vendor ledgers.

· To check and verify the daily activities report.

· To enter the customer’s returns and make the supply to them against their returns.

· To prepare the vendors bills on weekly and monthly basis and make the payments against purchase.

· Tutoring new team members on SAP Sales, Purchase, Accounts and Finance modules.

· To verify the annual schemes and incentives given to customers.

· Visiting the customers to solve their account problem.

· To prepare weekly sales report and monthly bottom-line reports and presenting these to General Manager and Director.

· To calculate the commission of our sales agents.

Extra Activities:

· To help the Store Keepers to maintain the inventory properly.

· To make the sales and purchase orders and deliveries and goods receive notes in absence of concerned person. 
General Fan Company (Pvt) Ltd. 

March 03rd, 2010 to May 31st, 2011 

HR & Admin Executive
Responsibilities:

· Recruiting staff - this includes developing job descriptions and person specifications, preparing advertisements, checking application forms, short listing, interviewing and selecting candidates.

· Coordination with HR Manager to manage human resources policies and procedures, including salary reviews, gratuity, employee manual and health insurance.
· Planning, and sometimes delivering, training, including inductions for new staff.

· To manage the all loans accounts.
· To take the stock annually and manage the all concerning accounts.
QUALIFITION


2005-09
University of the Punjab



Bachelor of Business Administration (Hons.), Finance (Major)



CGPA: 3.43/4.00 & Marks: 3364/4300, 1st div.    


2003-05
Govt. Zamindar Degree College Gujrat


FSc, Pre-Engineering

                                      Marks: 597/1100, 2nd div.

2001-03    Shaukat Model High School Gujrat

                                       Matriculation (Science Subject)


                                       Marks: 676/850, 1st div.

CERTIFICATIONS

· SAP Certification – General Fan Company (Pvt) Limited

· Interpersonal Communication Skills - University of the Punjab

· English Proficiency Certificate  - University of the Punjab

· IELTS & German Language Certificate
TECNOLOGY & PERSONAL SKILLS

· SAP,  Tally ERP 9, QuickBooks, MS Accounting, Power Accounting, BS 1 Accounting,                 MS Office (Word, Excel, PowerPoint) , Windows (all)

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions. 

· Highly confident, trustworthy, discreet and ethical.

· Resourceful in the completion of projects, effective at multi-tasking.

LANGUAGES

English, Urdu, Hindi, Punjabi, German

PERSONAL PROFILE

Gender:

Male


Date of Birth:

14 October, 1985


Nationality:

Pakistani



Marital Status:
Un-married

U.A.E. Visa Status:
Tourist 
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