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Muhammad R
cv no: 1518840
CAREER GOAL
Dedicated MBA (Finance) with more than 6 years experience in diversified industries, Looking forward for an opportunity to work in a challenging environment, where I can utilize my knowledge skills in contribution effectively to the success of the organization and also for the improvement my personal skills. 
PROFESSIONAL WORK EXPERIENCE
(A) EUROPEAN SEAFOOD LLC (Dubai)
 Tenure:
October 2013 – Nov 2015 
Designations:
Accounts Assistant
An active organization based in Dubai engaged in importing, exporting, and trading all varieties of Live, Fresh, and Frozen Seafood products to national and international market. ESF is using tally ERP9 for Accounting System.
Responsibilities:

· Preparation of asset, liability, and capital account entries by compiling and analyzing account information.

· Preparation of special financial reports by collecting, analyzing, and summarizing account information and trends.
· Reconciliation and management of All Bank Accounts

· Preparation of vendors’ payments after verification of documentation and obtaining authorization of payment.
· Posting and Reimbursement of Petty Cash and Credit Card Expenses.
· Posting of customers’ payments (Receipts) by recording cash, checks, and credit card transactions. 
· Verification of validity of customers account discrepancies by obtaining and investigating information from sales, trade promotions, customer service departments, and from customers.

· Costing of Imported Items after including the Customs Duty, clearing and other relevant expenses for pricing purpose.
· Assistance of Payroll Accountant for Computation of Payroll, Salary and Overtime of Employees.
· Insurance Renewal of Vehicles, Building & Land.

· Stock control by periodic audit and checking of the physical Stock and reconciliation it with accounts record.
· Answering mail and telephone inquiries regarding vendor questions about billing and payment discrepancies and other matters.
· Proper arrangement & review of All physical record of Accounts Department Including PURCHASE, SALES, PAYMENTS, RECEIPTS, JOURNAL, CASH VOUCHERS, PAYROLL and ATTENDANCE.
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(B) MECAS ENGINEERING (PVT.) LTD.
Tenure:
February 2010 – August 2013

Designations:
Junior Executive Accounts

Mecas Engineering (Pvt.) Ltd was established in 1987 and since then manufacturing precision machine parts for automotive and light engineering sector. The company is ISO 9001 certified. Mecas employs dedicated and skilled work force.
Responsibilities:

· Preparation of financial Transactions for required for final accounts.

· Assist the Manager Finance with monthly general ledger reconciliations as required.

· Assist Manager Finance to deal with Income Tax & Sales Tax Departments.

· Responsible for e-filing of monthly Income Tax & Sales Tax Returns.

· Bank Reconciliation Statements.
· Control and Management of LCs Documents regarding Opening of LC, Amendment in LC (if any), Maturity of LC and follow-up up to maturity of LC
· Control and management of Exports, Preparation of Documents related to Export such as Form-E etc. Filing of documents related to Export.
· Preparation of Stock Register and periodic audit and checking of Physical Stock and reconciliation with accounting record  

· Preparation and distribution of Monthly Salary of the Employees.

· Posting of Vouchers in Accounting System.
· Maintaining the Stock register  for purchase and sale and its reconciliation with Physical stock
· Maintenance & management of Receivables & Payables.

ACADEMIC EDUCATION
· MBA (Master’s of Business Administration) (62.75%)







Allama Iqbal Open University (Completed in 9/2012,), degree expected in 12/2016
· B.Com. (Bachelor of Commerce) (58.33%) (Degree attested by UAE Embassy) 





University of The Punjab, 2/2010
· F.Sc. (Pre-medical)(62.64 %)










Board of Intermediate & Secondary Education Multan, 8/2007

· Metric (Science) (70.47%)










Board of Intermediate & Secondary Education Multan, 6/2004
COMPUTER SKILLS & ABILITIES 

· Office Management. (MS Excel, MS Word MS Power Point etc.)

· Tally ERP 9.
·  QuickBooks 
· Internet Browsing
· Installation of Misc small Programming Software’s. 

COMMUNICATION AND INTERPERSONAL SKILLS
· Outstanding command over verbal and non-verbal communicative & interpersonal skills.

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Confidently able to work independently or in a team to deal effectively with educators & employees.

· Flair to organize & prioritize tasks to meet deadlines.

· Ability to manage multiple projects with minimal supervision.

LANGUAGES
· English  (Speak, Read & Write)

· Urdu  (Speak, Read & Write)

· Hindi (Speak, Listen)

INTERESTS AND HOBBIES
Hobbies include Newspaper Reading, Cricket playing, TV watching & Internet browsing particularly social media religious books. Enjoy and actively participate in a wide variety of sports, political discussions, and creative activities.


PERSONAL INFORMATION 

Date of Birth

:
10-04-1988

Religion 

:
Islam

Nationality

:
Pakistan.

Marital Status

:
Single
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