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	Career Objective:  Having work experience in Saudi Arabia over 10 years in various fields assigned by the companies. Versatile in nature with an inclination to learn new things and have the ability to grasp things with a little orientation. Looking for a suitable position as Assistant Accountant, Secretary, Documents  Controller or Coordinator.                           




	Academic Achievement

	· Bachelor of Commerce degree from University of Karachi Pakistan in 2001.

· Intermediate in Commerce from S.M. College Karachi Pakistan in 1997.

· Matriculation in Science in 1995 from Karachi Metric Board, Pakistan.


	Computer Skills:

	· Windows, MS Word, MS Excel, MS Power Point, Internet Explorer, Microsoft Outlook.
· Peachtree, Quick Book, Tally (Accounting Software)
· Windows Installation & Troubleshooting.

· Computer Hardware




	Professional Experiences:

	Job Title:     Accountant cum Administrator
From August 2007 to March 2015
Duties and Responsibilities:- 
· Handling of Multiple tasks  

· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.
· Report to management regarding the finances of establishment.
· Establish tables of accounts, and assign entries to proper accounts. 
· Develop, implement, modify, and document recordkeeping and accounting systems, making use of 

accounting software.

·    Prepare forms and manuals for accounting and bookkeeping personnel.

·    Preparing of Pay roll.

·    Typing Correspondence, Letter, Faxes, Memo, Reports, Files and Controlling of all the Documents

·    Receive and verify all requisitions, invoices before forwarding to Superintendent for      approval.

·    Maintain all kinds of documents and file systematically to keep its confidentiality and retain easier for reference.

· Maintaining records / documents of employees in individual files, Preparing the Monthly Timesheets of the company employees.

· Handling appointments and arranging meetings for the Managing Director.
· Responsible for all outgoing correspondence to Client, Sub-Contractors and incoming from Client, and Sub-Contractors, distribution, log in Microsoft Excel and filing in proper place.

· Preparation for inter office Memos & Circulars, Daily Reports.
· Communication with the concerned contractors / suppliers as needed.

	

	Company Name:  

GULF FARABI Petrochemical Company

Jubail Industrial City, K.S.A
Job Title: Secretary in HSE Department 

From April 2007 to July 2007

Duties and Responsibilities:- 

· Maintaining all HSE documentation and records

· Follow up on action items from reports and audits

· organizing and servicing meetings (producing agendas and taking minutes)

· managing databases

· prioritizing workloads

· recruiting, training and supervising junior staff

· handling correspondence 



	

	Assistant Accountant cum CASHIER
Fauzi Othman Trading Est. Al Jubail K.S.A. 
Retail Gift Items Market
From July 2002 to March 2007

Duties and Responsibilities:- 

· Directly Dealing with customers as Cashier and Sales Man.
· Assist in the day-to-day running of the Accounts Office. 
· Keep records of all transactions  and responsible for the preparation of accounts payable, invoices and purchase orders, and petty cash and payroll calculation.
·  Process cheques, maintain filing and invoice monitoring systems, and audit petty cash envelopes - as well as carrying out other duties assigned by the Chief Accountant. 



	Other Skills:

	· Arabic Language (Speak, Read, Type)

· Certified Internal Auditor of ISO 9001-2008

· Sincere, Hard worker and cooperative.

· Adaption with any job.

· Well dealing with situations and getting over problems.

· Efficient in using Computer and Internet.
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