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	ACCOUNTANT – CASHIER – BACK OFFICE ADMIN
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Mr. Syed
	
	
	
	Looking for opportunity to work with a progressive company where

advanced skills are improving the company procedures, processes and

operational techniques to meet lay down goals will be implemented.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	WORK EXPOSURE:

	
	
	
	
	
	 Recovery & Account Executive at Changan Multan Motors from

July-2021 to till

Prepare the credit and cash invoices

Maintain the employ payroll record ,EOBI and personal

Manage the company bank accounts

Recovery records, collection of cheques & regular follow-up the parties

Keep the records of insurance claims

Verification of the inventory records

	
	
	
	
	
	

	
	
	
	
	
	

	
	PERSONAL DATA:
	
	
	

	
	
	
	
	

	   Pakistan National
	
	

	
	
	

	
	Born 1 Jan 1981
	
	
	
	

	
	Marital Status: Married

Domicile: Multan (Punjab)
	
	
	
	

	
	UAE Visit Visa 
	
	
	
	 Brach Banking Officer The First Microfinance Bank Ltd. From 18

	
	
	
	
	
	Sep
	

	
	
	
	
	
	. 2020 To July 2021.

	
	
	
	
	
	   Work at First Microfinance Bank Ltd. As a Branch Banking Officer

	
	
	
	
	
	   Activation of dormant account,

	
	
	
	
	
	
	Account opening

	
	
	
	
	
	   Cash replenish in ATM

	
	
	
	
	
	
	ATM Cards record

	
	
	
	
	
	   Issuance of counter cheque

	
	
	
	
	
	
	Cheque book record

	
	
	
	
	
	 District Accountant PUNJAB RURAL SUPPORT PROGRAM

	
	
	
	
	
	(PRSP) Khanewal 2008 to SEPTEMBER 2020.

	
	
	
	
	
	• To cheek $ finalize all credit for disbursement and dully posting of all such

	
	
	
	
	
	disbursed credit appraisals in (MIS)

	
	
	
	
	
	• To make cash payment & Cash/Bank receipt vouchers for imprest as well credit

	
	
	
	
	
	pool transaction.

	
	
	
	
	
	• Bank signatory of credit along with District Manager& RP – Credi

	
	
	
	
	
	• Control the MicroCredit /Individual Credit

	
	
	
	
	
	• Recovery Records

	
	
	
	
	
	• Maintain the petty cash Book

	
	
	
	
	
	• Vehicles report,

	
	
	
	
	
	• Bank reconciliation

	
	
	
	
	
	• Extracts reports , MPR, SO MIS & RCED

	
	
	
	
	
	• Assets records

	
	
	
	
	
	• Inventory control

	
	
	
	
	
	 Accountant: National Rural Support Programme (NRSP)

	
	
	
	
	
	From Sep.2004 to May, 2007.

	
	
	
	
	
	• To maintain Petty cash book/Register

	
	
	
	
	
	• To Prepare Bank Reconciliation.

	
	
	
	
	
	• Extracts reports like MPR (Monthly Progress Report) and MIS Generated reports

	
	
	
	
	
	(So-MIS, RCED)

	
	
	
	
	
	• To prepare month end statements and vouchers.

	
	
	
	
	
	• To prepare vehicles report, TA DA summery and P.O.L Summery.

	
	
	
	
	
	• Control the Micro Credit /Individual Credit



Language

ENGLISH, URDU, BASIK ARABIC

REFERENCE:

Mr. Anup Bhatia

0504753686

405080@arabianjobseeker.com 


TRAINING AND PRACTICAL SKILLS:


· Master Trainer (Community Mobilization , Micro Financing)
· Motivational and credible with highly effective interpersonal skills
· Highly professional and committed to quality and innovation.
· Team player & ability to network and liaise.
· Strong IT skills& video documentation.
· Strong report writing skills.
COMPUTER SKILLS

> MS Word
> MS Excel
> MS PowerPoint

OTHER ATTRIBUTES:

· Community Management Skills Training (CMST) at NRSP Regional Office Bahawalpur.
· Report writing Skills at (NIPA) National Institute of Public Administration 28-30 august 2010.
· Data Check in Collaboration with Pakistan Microfinance Network (MCIB)Micro Finance Credit Information Bureau.
ACADEMICS:

· B.Com/2004
BZU UNIVERSITY MULTAN

· D.com/2002
BISE LAHORE

· MATRIC/ 1998
BISE MULTAN

