	  Relegion:

  ISLAM

  Place of Birth:
  Dubai (UAE)

  Marital status:

  Married 

	    CURRICULUM VITAE
.
PROFILE:

I am hard working, energetic, professional and self-motivated; a confident professional with various experiences and knowledge within different fields of study and work. I am also loyal, reliable and a very enthusiastic team player.

Seeking a level in a progressive organization which provide me further learning in challenging environment.
Education:
Course

Institute

Year of Passing

B. Com.
Punjab University,Pakistan
2000
D. Com

Govt. Commerce College Rawalpindi

1998

Matriculation
Rawalpindi Board
1996
Schooling

Pakistan Education Academy, Dubai (UAE).
…...

Other Qualifications:
Course

Institute

Year of Passing

Diploma in Business Management.

London College of Economics & Science,London,UK.

2009

Certificate in English Language
London College of Economics & Science,London,UK.

2008

Edexcel Level 2 BTEC Award Door Supervision & Conflict Management                     
Edexcel,Uk

2009

Skills:


Good Communication Skills. 
Computer skill:
· Quick Book (Accounting Softwear ),
· Tally ERP 9.
· Knowledge of google adwords, Operate Lan & Wan Devices.
·  MS Excel, MS Word,
·  Internet & E-mail, 35-40 Average Speed Of  Typing On  Computer.

Total Experience of around  12 years

· Foundation,Pakistan.

As  Accountant cum Admin.                                   Sep-2014 – Feb-2016
•Management report on daily, weekly, monthly basis.
•Daily accounting, journal entries.
•Cash Management , invoicing, collections, cash control, suppliers and 3rd party payments.
        •Payroll, Monthly Accounts. Generating balance sheet and profit & loss reports.
        •Responsible for the Administration of all IT and Operations.

•Export/Import Documentation and Validation.
· Traders , Pakistan.                          

               As Account Officer .                                               Sep.2010 - July 2014
 Duties & Responsibilities:

· Using Computerized accounting Quickbooks
· Responsible for accounts payable, including data entry and generating checks using QuickBooks.
· Overall management of customer accounts including: 
· Researching open transactions and reconciling to customer contracts
· Monitoring Payable & receivables and making daily collection calls and updating company records
· Generating balance sheet and profit & loss reports.
· Following up on outstanding items
· Monitoring accruals and adjusting as required
· Performing balancing functions, entering cash and making  journal entries
· Updating & Monitoring inventory transactions.
· London, UK.
As store superviser.                                                  Jun 2009-Feb.2010                                             
Company Profile

Instore plc operates a UK network of retail outlets, under the Poundstretcher brand, though this was recently known as *instore.
Duties & Responsibilities:
· Serving customers at the till and assisting them in all possible ways.

· Responding to all complains and suggestions of customers coming in and convey to the manager.

· Greet, assist and sell to customers

· Operate till and handle financial transactions

· Cashing up and do all paper work before closing store.

· Merchandise and replenish stock as directed

· Assist with deliveries and stock handling as directed

· Undertake cleaning and housekeeping duties

· Continually develop an understanding of the company’s culture, products & history

· Take responsibility for personal development and actively seek opportunities for Self development.

· Ensure compliance with procedures.

· Take responsibility for a specific area of the store’s operation.

· Engineers Cooperative Housing Society, Pakistan.  
             As Junior Assistant Adminstation Department.                         Jun 2003/Dec 2004

· Prepared all administrative correspondence.
EXTRA CURRICULAR ACTIVITIES.

●
Can easily adjust while working as a member of a team.

●
Good player of cricket as a batsman.

●
Played u. 16 and u. 19 R.D.C.A (Rawalpindi district cricket association) Pakistan.

· Can speak English, Urdu, Hindi.


Hobies
   Computer, Surfing the internet, Music,Cricket And Football
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