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Taja                            
Accountant                                     
E-mail: 369979.taja@2freemail.com 

Address: Al Jafiliya - Dubai
  Career Objective 

Perform to the best of my ability for organizational goals, be an asset to the organization and utilize technical, accounting and management skills in Accounts department while being resourceful, innovative and flexible. Eager to exercise academic knowledge, experience and technical skills to perform various accounting functions.
  Career Summary 

Master of Business administration specialization in finance with Strong exposure in accounts department, dedicated team player with strong coordination, critical thinking, decision making, time management skills. A hard working and technically skilled specialist with MS Dynamics, Tally ERP 9, SQL server in managing accounts and finance functions for diverse-industry employers. possesses rich experience of 6+ years including 3 years in UAE.

  Strengths 

· Tally ERP, SQL Server                    
· MS Dynamics, MS Office, MS Outlook.

   
  Work Experience 

           Accounts Manager (Used Tally ERP9, MS Office)
  Readypack Industries Islamabad - Pakistan
(Feb 2016- May 2017)
     (Leading Packing Material Supplier for pharmaceutical Industry)
· Preparing financial statements.
· Looking Import letter of credit & correspondence with banks.
· Preparing customer aging for payment follow up.
· Approve customer invoices, credit note.
· Approve Supplier delivery notes, bills & Goods receiving notes & debit note.
· Supervise the vendor payment.
· Supervise bank reconciliation statements.
· Supervise monthly payroll.
· Prepare GST return.
· Preparing reports for the authority.
         Accounts Officer (Used MS Dynamics, SQL Database, MS Office)
  Inter Equipment Co Ltd, Jebel Ali, Dubai, U.A.E
(Dec 2012- Dec 2016)
   (Leading General Trading company like YOU)
· Preparing Export LC documents & Import LC drafts, making correspondence with bank.
· Preparing payment vouchers for all suppliers on monthly basis for the authority.
· Maintained supplier purchase orders for the authority.
· Preparing debtors credit notes, supplier debit notes.
· Sending customer statement of accounts on weekly basis for payment follow up.
· Making telephonic follow up for payment with local customers.
· Maintaining Petty Cash payments.
· Maintaining accounts payable functions for constructive expenses.
· Preparing monthly payroll using WPS.
· Managing vendor accounts, generally on weekly basis.
· Reconciling bank statements on weekly basis.
Accounts Officer (Used SQL Database, MS Office)
     Khalid Overseas Corp    




(July 2010 - Oct 2012)
     (Leading Manufacturer and Exporter of Footballs)
· Assist in preparing financial statements like Profit and Loss Account, Balance Sheet and Income statement.
· Preparing Party Payment Schedule.
· Preparing sales tax return.
· Dealing with customers, suppliers, employees, contractors and stitchers.
· Responsible for record of export sales and Rebate refund.
· Responsible for filling system of accounting records.
· Independently responsible for all accounting matters.

Trainings 

Internee     
Allied Bank Limited                              

        (July 2009 - Aug 2009)
· Completed the process to open letter of credit.

· Completed the process to open bank accounts.

· Deal with intercity & out of city clearing.

· Issuing of new cheque books and ATM cards to the customers.
· Deals with walk in customers and entertain them.  
  E d u c a t i o n 

Masters in Business Administration               2010
 Comsats University, Wah Cantt - Pakistan
  Bachelors in Commerce                                     2008
 University of the Punjab, Pakistan
  I T S k i l l s 

Proficient in customized accounting software like MS Dynamics, Tally ERP, SQL database, MS Office, MS Outlook, Internet and e-mail applications

  P e r s o n a l D e t a i l s 

Nationality
:
Pakistani
Visa Status
:
Tourist (Valid till Aug 18, 2017)
Date of Birth
:
Apr 01, 1989

Marital Status
:
Married
Languages
:
English, Urdu, Punjabi & Hindi

  Declaration 

I hereby declare that all the above mentioned information in my CV is correct to the best of my          knowledge. I should be deemed responsible for any misinformation found any time.











Muhammad 
