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CV No: 1258170
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
CAREER OBJECTIVE: 
To secure a rewarding and challenging position in a prestigious organization relative to my work experience and educational qualification specified in this resume, which will effectively utilize my skills, abilities, experience and knowledge to provide mutual growth and enhancement.
PROFILE:
· 2+years of experience in Cashier & Payroll Master in UAE.

· Professionally qualified with Master in Business Administration (MBA Finance )
· Proficient in MS Office Applications & basic skills in LAN Network, Internet and Email  (Opera Navision Gulf HR Time Soft )
· Well experienced in providing customer service & support to clients and handle general administrative tasks.

· Independent, self-motivated, able to take responsibilities & work well under pressure.

· A good team player with demonstrated ability to learn quickly & apply the same effectively.

· Highly resourceful, with an ability to organize and prioritize multiple tasks.

· Excellent communication & interpersonal skills.

· Ability to establish a strong collaborative relationship with individuals and across the organizations.

· Effective verbal and written communication skills (English and Urdu) with the ability to present
· Ideas clearly and concisely.
EXPERIENCE HISTORY:   
1. Hotel Deira-Dubai.                           

Owned & Operated by Group. A Four Star Deluxe Hotel, having 136 rooms & 5 outlets. As “General Cashier cum Pay Master” From 3 July 2012 to till date.

Duties and Responsibilities

· Record and reconcile all cash deposited in drop box by cashiers.

· Count and verify cash in cashier envelopes.

· Prepare bank deposit slips for security escort service.

· Prepare daily House Bank Statement.

· Prepare General Cashier’s Daily report.

· Issue floats to cashiers as authorized, keep relevant records and monitor overall float position.

· Prepare monthly petty cash report for reimbursement.

· Handle all foreign exchange receipts for banking.

· Maintain a record of cashier discrepancies for investigation and follow up.

· Monitor foreign rates daily to ensure that the hotels rates are appropriate.

· Assist with distribution of month end reports as directed by accountant.

· Collection of attendance/ collation of attendance.

· Scrutinizing the received attendance.

· Scrutinizing the received attendance.

· Preparing Monthly Payroll

· Once the Payroll Processing is over, the Gross Salary should be checked with master data of salary.

· Net pay has to request for bank transfers/Cheque.

· Arriving the salary structure for New Joiners.

· F & F to be done for resigned employees.

· Checking Monthly payroll and preparing the JV.

· Preparing the JV for Air Ticket Provision, Leave Provision, and Indemnity Provision.

Additional Knowledge in Accounts Department

· Process Payment to Suppliers.

· Reconcile Supplier accounts.

· Reconciliation of vendor’s statement on verification of Vendor Invoice.

· Liaison with vendors on their queries.

2.     Two Years Work experience as Assistant Accountant at Z.H Micro tech (pvt) limited  Iqbal road Rawalpindi Pakistan ( 2009-2010)

Duties and Responsibilities

· Check of debit and credit notes to customer

             Preparation and raising of invoice to customer
· Maintain accurate record of financial activates
· Help with daily company daily deposit and cash and credit transactions  
EDUCATIONAL QUALIFICATIONS:

MBA National University of Modern Languages Islamabad in (2010)
· Management

· Marketing 

· Finance

B .com        (Punjab University in 2007)
PERSONAL PROFILE:
Birth Date
               : 

 1 March, 1985
Gender

        
:

 Male

Nationality
        
:

 Pakistani

Marital Status

:

 Single

Visa Status
               :                             Employment visa (Immigration Visa)
Languages Known
: 
                English,  ,Urdu Arabic  (learning process )
   Attestation                     :                              Degrees are attested by UAE Embassy
