Mohsin Javed Muslim
Sodiwal Multan Road, Lahore
Mobile: 03244841477
Email: ch.mohsin_javed@yahoo.com
     
Career Objective:
To be self-motivated next generation leader with the ability to adopt rapidly changing technologies and environments with a strong desire to undertake challenging jobs and to work with the team to achieve the goals of a prestigious organization. Seeking a challenging and growth oriented position in a professionally managed organization where I can utilize my skills and qualification for the best benefit of organization.
Employment History:    7 years of progressive experience …..
Nanotechnologies and Communication Riyadh KSA:

 From:

  20th January 2015 To Till Date
 Designation: 
  Office Manager & Accountant
· Report to Company General Manager.

· Organize and Monitoring all Office Operations, Preparing Payroll, Designing Filling Systems, Provide general administrative support to Employees.
· Update Employee Records; solve their issues by dealing with HR Manager.
· Calculate Monthly Project Expenses and Cost of Projects for the Company.
· Manage Office Logistics which include ordering Supplies, Furniture, Maintain an organized office work Environment.
· Manage Receptionist duties, Including greeting clients, candidates and visitors with a professionally and friendly way.
· Place an Order, Receive and Deliver Material on Behalf of Company.
· Examine Goods; Maintain detailed computerized Records, Assign Specific Part Number and Provide Description to the Material.
· Deal with Clients and Customers on behalf of Company. 

· Prepare Letters, Memos, Presentations and Reports.
AQESA AQCon Contracting Riyadh KSA:
     
  
From:
 
  23rd December 2012 to 15th January 2015


Designation:
  Admin Officer & Accountant
PROFILE:
It’s a MEP contracting company in the kingdom, which is undertaking projects in the field of Electrical and Mechanical work like Executive Villas, High-Rise buildings, Banks….etc.
Duties & Responsibilities:
· Report and Assist to Project Director and Senior Manger.

· Managing General Office Works.

· Prepare daily & monthly company progress report.
· Prepare Quotations, Purchase Order, Sales Note, Reports, Invoices & Letter Drafting.

· Prepare Bill of Quantity & Estimation.
· Prepare Time Sheets and Salaries for Employees.
· Maintain Attendance Records for Employees- Sick Leave, Annual Vacations etc.

· Maintain company petty cash vouchers, ledgers & summary.
· Make monthly invoices for all subcontractors.

· Recording & making of all Electrical & Mechanical work inspections.
· All important company documents controlling, recording, printing & scanning.

Saudi Telecom (STC):
From:

  10th May 2012 to 20th  December 2012
Designation:
   Admin Assistant  
Duties & Responsibilities:
· Assist to Project Director & Senior Manager.
· Prepare Report, Letters & Memos for all subcontractors.

· Handling phone calls & general administrative work.

· Make monthly invoices for all subcontractors.
· Coordination with Company in all Matters of Administration.
· All important company documents controlling.
· Handling Internal & External need such as printing, scanning & stationery requirements for the department.
Advance Biosciences International (ABI):
From:
     
15th June 2011 to 25th April 2012             
Designation:
Accountant 
PROFILE:
It’s vibrant and dynamic company for distribution of products and services related to Biological Research such as Extraction Kits, Lab Chemicals, Surgical Equipment, Primers & DNA Sequencing Services, Consumables and General Lab Items to Research community. 
Duties & Responsibilities:

· Report to Chief Manager Marketing and Operations.

· Preparing Invoices, Delivery Chelan, Sales Tax Invoices and Accounts Notes. 

· Make Quotations, Supporting Quotations and Reports.

· Bank correspondence and transactions.

· Handling of Purchase Orders and Inquires.

· Tender Management; Make Different Bills for Labs and Companies.

· Deals with Suppliers and get information regarding Products and Services for different Items.
· Arrange and organize Meetings with Managers and Senior Mangers.
· Sending and Receiving Emails to our Valued Clients and update them Regarding Product and Services of the Company.
· Preparing and handling confidential documents for the management.
Harvest Topwarth International:
From:
     
3rd January 2011 to 10th June 2011             

Designation:
Business Advisor 
PROFILE:
It's a Brokerage firm in Pakistan which deals in international Market & provides trading platform to different investors.
Duties & Responsibilities:

· Introducing CMC & SVI trading platforms to different investors and provide support services to them.

· Provide all information to respective clients regarding market situation.
· Assist them regarding investment in currencies, metals, commodities, stocks & equities.
·  Performing all kinds of administrative services related to Office.
ZONG Telecom Pakistan:
From:
     
15th April 2009 to 25 November 2009             

Designation:
Customer Care Representative 
Duties & Responsibilities:
· Promotion of products and packages of the company. 
· Customer care, support, assistance & solve all their queries.

·  I was responsible for receiving business calls of customers, and answering their queries and up-to-date our systems.

· Assist to Project Director & Senior Manager.
              
Educational Background:
M.B.A Finance 
 (CGPA 3.77)                                                                  2008_2010                                                                                                                                                                        NUML Islamabad Pakistan

Bachelor of Commerc  (B.COM)





2006_2008
Punjab Uiversity Lahore Pakistan
Professional projects:
During my MBA program I have completed following projects:

· Comprehensive Analysis of Financial Statements of “Milat Tractor”

· Project Report of “ Marketing on Service Sale Corporation”

· Project Report of “ Economics on Role of Import and Export of Pakistan”
· Project Report of “Entrepreneurship in which I develop a new business plan on Ready Made Garments.
· Project Report of “ Human Recourse Department and Management Operations on Packages Limited”

· Project Report of “Investment and portfolio Analysis on Lahore Stock Exchange  and also work on Brokerage Firm Abbasi and Company Limited”
Computer and Professional Skills:

· Microsoft Office(Word, Excel, PowerPoint, Work Sheet, Outlook, Data Base System)
· Network Engineering (NE), Micro Station, Telecom Networking.
· Computerized Accounting (Quick Book, Tally)
· Business Essentials for Professionals.
· Computer Applications Software & Hardware Installations, PC’s Setup & Backups, Microsoft Windows XP and Windows 2010.
· Typing Speed 40 W.P.M.
Area of Expertise:

Office Administration

    Accounts Management

  Secretarial Support

Customer Services

    Sales & Marketing


  Material Controller
 Personnel Payroll

    I.T / Computer Literacy

  Leadership

Team Management

    Negotiation



  Stock & Inventor
Personal Information:

Date of Birth             :      01, July 1987
Religion            :    Muslim

Gender              :    Male
Country             :    Pakistan 
Marital Status             :      Married
License              :    Valid         
    
Languages
         :
   English, Urdu, Arabic
 [image: image1.png]



