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Dubai Driving License
CAREER OBJECTIVE

 To obtain a challenging position in a growing and work dynamic organization with a professional working environment, where be able to contribute my knowledge for the company to achieve more experience for personal opportunity, growth and advancement. Keen to find a suitable position within a successful and determined company.
Veteran professional with a successful career in Accounting and Finance/ Internal Auditor/ Administration/ Compliance, Remittances/ Customer Service/ Relationship Manager/ PRO etc.
EXPERIENCE  EXPLOSURE (most recent on the top)

BGW International Exchange (July,2013-till- Present)

Accountants/ Compliance / Remittances.
Responsibilities 
· Perform daily accounting activities which include maintaining General Ledger accounts, preparation of Payment Voucher, Receipt Voucher posting of Journal Voucherand  Bank reconciliation.

· Manage and implement smoot operations incoming and outgoing system through computerized administration and retrieval systems. 

· Perform for the full cycle of accounts which include customers statement of account preparation, collection calls, and resolution of disputes.
· Reconcile all subsidiary ledger accounts to ensure proper entries are posted correctly.
· Balance all transaction at the end of the day for cash reconciliation.

· Oversee all aspect of cash management to ensure adequate liquidity resources to meet the short term and long term obligations of the company and assure the necessary levels of funding for the organization.

· Count money in cash drawer at the beginning of day and closing to ensure that amount are correct and that there is adequate change. 

· Prepare monthly payroll through WPS system and monitor employees, leave, annual vacation, absences, and sick leave.
· Prepare Financial Statements, Balance Sheet and other necessary reports.
· Coordinate with the company auditors, financing banks and other institutions. 

· Preparation of TT and send to bank for releasing and receiving Swift.

· Dealing with other exchange houses for foreign currency sales and purchases for the export  of the currency as per demand with better margins.

· Responsible for security of financial instruments such as Draft, Cheques. 
· Recognize and monitor security issues, Report any anomalies such as under/ over to concern superior immediately. 
Nobakht Electronics Trading LLC (Dec 2012  -to-July 2013)    

As Assistant Accountant

Responsibilities

· All kind of payments,  receiptsand posting of Journal vouchers,Issuance of cheques and also record of  PDC cheques..
· TT preparation, Rechecking, analysis and forwarding to bank, Cash Management, fund analysis Correspondence/Dealing with Banks and preparation of  daily demand. 
· Responsible to all books of accounts in EUREKA INTAC software.

· Handle the task of updating  reports to the manager, maintaining Office Administration Preparing daily billing & collection reports.

· Maintaining Daily, weekly& monthly records, entering outstanding amount of receipts & debts, explain billing invoices and accounting policies to staff, vendors and clients. Building new client relationships to increase business

· Prepare and review revenue, expense, payroll entries, invoices, and other accounting documents, Preparing profit and loss statements and monthly closing.
United Bank Limited, Pakistan (Dec 2011 -to- Dec 2012)

Customer Service/ Business Development.
Responsibilities.

Directed daily operations for retail bank, including branch sales, business development, customer service, and credit analysis.

· Responsible for the duties of Account Opening process and other related services.
· Issuing of new cheque books to the clients Optimized clients  satisfaction with quality service.
· Building new client relationships to increase business andidentifying sales opportunities.

· Worked in Cash department e.g Cash sorting.

· Handel the task of day to day operation and reporting to Head Office.
· Provide advices and guidance to customer when necessary. Handel customer queries and complaints, Resolutions/Follow-up, Special deals and other such activities.

· Identify improvement areas and propose constructive changes to achieve operational excellence.

· Provide service and assistance  to retail and commercial customers. 
· Facilitate customer in filling up cash, cheque,  remittance and other  application forms.

· Bank Remittances Such As Foreign Exchange Work (Western Union, Xpress Money,Speed remit, Trans Fast etc). 
COMMUNICATION AND INTERPERSONAL SKILLS

Having the following  strengths and interpersonal skills. 
· Excellent attention to detail and accuracy. 
· Self- motivated and decision making power. 

· Time management and Leadership qualities.
· Excellent English verbal and written communication skills.
· Ability to manage multiple projects to meet targets.

· Flair to organize & prioritize tasks to meet deadlines.
· Well developed, Analytical & Problem Solving Skills.

· Strong organizational, communicative & interpersonal skills. 
· Good relationship building both internal & external customers

· Confidently able to work independently or in a team to deal effectively.
· Demonstrate ability to maintain constructive relationship with others.

· High level of commitment to continue improvement and adaptability to change.
TECHNICAL STRENGHT
· Familiar with Accounting Softwares, Specially Quick Book, Peachtree, Tally.

· Developed Accounts for exchange on EUREKA  INTACAccounting software Full command over it.

· Proficient in using MS Office (esp; Word, Excel and PowerPoint0.

· MS Excel (Formulae, Reports,  Presentation and analysis)
· CIT(Certificate in Information Technology) 
· Working on Western Union, Xpress Money, Speed Remit, Trans Fast,  InstantCash.
PROFESSIONAL CERTIFICATION & ACADEMIC EDUCATION (most recent on the top)

M.Com (Master of Commerce) 3.71 CGPA 
Session (2009-2012)
University Of  Peshawar (Quaid-e-Azam college of Commerce)
· Speciailization- Accounting and Finance

· Major subject- Financial Accounting, Cost Accounting, Financial Management, Business Maths.

B.Com (Bachelor of Commerce) 67% marks

Session (2007-2009)

Kohat University of Science and Technology (KUST)
· Specialization- Accounting

· Major subject-  Financial Accounting, Cost Accounting, Statistics etc.

LANGUESTIC LITERACY
Full command over English, Urdu, Pashto.
Moderate with Persian language.
Familiar with basic Arabic.
EXTRA CIRCULAR ACTIVITY
· Watching TV/News 

· Internet using & Web browsing

· Reading News Paper, Poetry, books and journals

· Participate in sports and playing video games 
PERSONAL PROFILE
· Father Name: Muhammad Janan
· Date of Birth: 15-Feb-1990

· Nationality     : Pakistani


· Passport #: WY6899241
· Marital Status : Single

· Religion        : Islam

· Visa Status    :Expiry 26/01/2016 (NOC)
REFERENCES:
Will be furnished upon request.
DECLARATION:
I hereby certify that the above information provided is true and correct to the best of my knowledge.
COVER LETTER
Dear Sir/Ma’am,
It is with great interest that I am forwarding my resume for consideration for the open position within your organization. Combining my previous experience with strong interpersonal and communication abilities, I am confident that you will quickly realize my abilities to make major contributions to your organization. I never let any opportunity of improvement. Therefore, I ask you to consider my enclosed resume for the position. My resume provides you with details of my skills and accomplishments, but I am certain that a personal interview would more fully reveal my desire ability to contribute to your organization. 
Thank you for your time and consideration and don’t hesitate to contact me if you have any questions. I look forward to speaking with you soon. 

Sincerely, 

NASEER 
LOOKING FOR JOB 

· Salary : Flexible

· Availability: Immediately 
· Willing to relocate anywhere in UAE or Worldwide
· M.com(Master of Commerce)  Attested by UAE Embassy Pak.
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