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______________________________________________ 
Career Objective:
                            With an experience of nearly 4 years in HR Admin,accountant,P.R.O  skills, focus is mainly to get a HR Admin ,Accountant,P.R.O position in a progressive, forward looking and professional organization on a long-term basis and grow within the company by putting in use the best of my experience, skills and education.
Professional Experience 

international Land Transport LLC Dubai 
2012 to 2014:  
Work with QAZ Transport as HR Admin cum accountant cum P.R.O

HR Administrator Duties

· Serve as a key contact for all on-boarding documentation

· Responsible for weekly report of consultants on billing
· Responsible for maintaining the Public Access Files for multiple employees

· Researched and created company’s 3 separate employee handbooks

· Developed a complex Access DB to track Health Benefits enrollment and termination on on-going basis, which also saved significant time in generating census reports.

· Researched and created administrative policies and procedures

· Researched and created two Performance Appraisal Forms that encourages and supports employee growth and development;

· Worked on designing and creating training manuals and presentations

· Held multiple training sessions for 6 months and on-going basis for “Office 2007 –what is new and different” for a client

· Assisted the President and CEO of the company for 6 months with calendar management and company event coordination.

· Contributed to team effort by accomplishing related tasks as needed;
Position:  Accountant                                                                                     2012 to 2014
Accountant Duties and Responsibilities 
· Book Keeping

· Payroll Administration

· Account Receivable & payable

· Collection / payments Arrangements

· Cash Allocation

· Petty cash handling

· Monthly income & expenditure Account maintaining

· Invoice making and recording, submitting, clearing

· Quotation Preparing 

· Purchase order Preparing 

· Bank & Statement reconciliation

· Documentation All Papers

· All application work 

· Managing Operations

· Filing record properly

· Salik Account Maintain & Check

· Collect time sheets calculate hour  Using automated accounting systems for data input and to obtain reports.
· Responsible for maintaining accounting ledgers and performed account reconciliation.
· To maintain the status of funds.
· Performing account analysis and account research.
· To process accounting transactions.
· Responsible for expenditure and collection transactions.
· Handled customer inquiries, researched problems and developed solutions.
· To train the junior accounting clerks.
· Researched problems and processed corrected payments.
· To maintain records of payment information.
· Managing vendor accounts, generating weekly on demand cheques.
· Handling payroll of 200 employees’.
Duties of PRO (Public Relation Officer) 


2012 to 2014 

· All Visa Related work like Quota approval to visa stamp
· Immigration  work, visa approval visa cancellation etc

· Visa process start to end all things understand bank guarantee deposit to refund
· Employee change status /in out process knowledge

· Labour office  & Tahseel work 

· H.R.M and Passport handling
· New Business setup
· Good knowledge of Trade license new application renewal cancellation

· All Legal Departments work in UAE,police station , airport,etc
· Employees medical ,emirates id finger print knowledge 

· All working Documentation filed properly for Record
· All work related to RTA can handle very well
Internship Experience:





2011 to 2012

Muslim commercial Bank Pakistan Lalamusa (MCB)

· Account opening

· Credit

· Clearing(inward , outward)

· Demand Draft and pay Order making and Recording

· Foreign Currency book handling Currency book handling

· Deposit voucher filing 

· Good dealing with Bank Customer

Chishtia Rice Mills Pakistan    


  2010 to 25/05/2011
Assistant Accountant:

(Chishtiya rice mills and oil work Pakistan Gujrat)                                        
Duties:

· Preparing sales invoices & the upkeep of an accurate accounts filing system.

· Preparation and input of month end journal vouchers. 

· Inputting, matching, batching and coding of invoices. 

· Debtor and Creditor reconciliations.

· Preparation of various reports for senior managers.

· Responsible for financial accounts including budgets and cash-flow.

· Supervising junior financial staff. 

· Responsible for KPI analysis and evaluation of costs and margins.

· Conversant with PAYE and VAT reconciliations.

· Conducting regular business reviews of financial performance.

· Proactively identifying business improvement opportunities.

· Fixed Asset accounting, reconciliations and depreciation journals.

· Ensuring that information is accurately collated & entered into systems.

· Preparation of bi-weekly invoice and expense claim payment runs.

· Assist in the preparation of monthly balance sheet account
Academics and Professional Qualification
B.Com (I.T) Commerce







2009-2011
University of Gujrat


I.Com
Commerce







2007-2009

BISEGRW


Metric
G. Science







2005-2007
BISEGRW
Computer Skills

· Well grip on MS Office XP 2003 and 2007

· Internet skills Downloading uploading searching ,using

· Window xp,7,vista understand

· Three months computer course  office management

· Accounting Tally Software
· MS-Word, MS-Excel, MS-PowerPoint, Internet Research work.
  Achievement:

•
Won scholarship in two consecutive year 2010 & 2011 on the base of metric and intermediate During the B.com

•
Throughout position holder from school to college

Personal Details
Nationality

:   Pakistani


Religion

:   Islam


Date of Birth 

:  18-01-1990 
Marital Status

:  Single 


Visa Status

:  Visit Visa


 Language Skills
:  English, Urdu, Punjabi, Hindi
I hereby confirmed that all details given above are true and correct.[image: image2][image: image3][image: image4][image: image5][image: image6][image: image7]






