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Cell: +968 95453149





Email: jamilmalik82@gmail.com                                                                      

OBJECTIVE


Aspiring to become an integral part of your esteemed organization thereby getting an 

Opportunity to contribute to the overall productivity and efficiency of the company by the 

Optimum use of my knowledge and expertise, to provide the employer an edge over 

Competitors.

PROFILE 

· Efficient & Energetic leader with communication, presentation & team building skills.

· Flexible and friendly, strong inter-personal, planning and resource utilization skills.

· Hardworking, adaptive and forbearance to tackle any situation.

· Thrive in both independent and collaborative work environment.

EMPLOYMENT HISTORY














AL BASCO (Ruwi) / Isfahan Designs & Decoration (Al-Khuwair) / Layali Isfahan (Madinat Qaboos)
From December 2012 to November 2014


Responsibilities:

· Prepares assets, liability, and Account entries by compiling and analyzing account information
· Documents financial transactions by entering account information.
· Summarizes current financial status by collecting information, Preparing pay roll and Balance sheets, Profit and loss Statement and other reports.
· Substantiates financial Transactions by auditing documents.
· Maintain accounting controls by preparing and recommending policies and procedures.
· Prepare detailed reports on audit findings.

· Report to Management about asset utilization and audit results, and recommend changes in operations financial activities.

· Review data about material assets, net worth, liabilities, capital stock, income and expenditures.

· Inspect account books and accounting systems for efficiency, effectiveness, and use of accepted accounting procedure to transactions.

· AL RAMOOZ GROUP OF COMPANIES MUSCAT, SULTANATE OF OMAN

 Apr 2008 - To Jan 2010

 Responsibilities:

· Preparation of Invoices, Monthly statements and Bank Letters

· Follow-up for payments

· Preparation of quotation & LPO

· Maintaining Office infrastructure

· Handling official calls

· Interacting with all vendors

· Composes & trace routine correspondence
· Type and word-process various documents and electronic

· Information.

· Create financial and statistical tools and reports using spreadsheets.

· Manage, organize, and update relevant data using database applications.

· Communicate and provide information by relevant methods internally

· and externally to assist and enable organizational operations and effective

· Service to connecting groups.

· Analyze and interpret financial statistics and other data and produce

Relevant report

· Research and investigate information to enable strategic decision-

 Making by others. 




          

·  Check availability & book air ticket on internet or phone for Staff, making hotel reservations.  

· Taking letter dictations directly on computer

· Handling office administration

· Maintains strict confidentiality of the office and the Company

· YASSAS GRAPHICS, SOLOMONO SQUARE, NICOSIA (CYPRUS)

Aug 2005 - Aug 2007


Graphic designers create much of the media people see on a daily basis. They are a crucial part of marketing because their images and layouts determine how an audience will perceive and accept information. Graphic designers must demonstrate creativity and excellent communication skills in all of their job duties. These professionals have four major responsibilities to handle as they work.

Responsibilities:

· Prepare design plan, concept and layout for motion graphic project

· Design and create enticing motion graphics for video deliverables (corporate videos, eLearning, websites, marketing demos, etc.)

· Create and deliver motion graphics in various media including web, mobile, etc.

· Work with art and creative teams to understand project scope and objectives

· Assist in selecting audio, video, colors, animation, etc for graphic design

· Work with editors, producers and other designers to resolve technical and/or design issues.

· Participate in brainstorming session to share new design perspectives and ideas

· TRAVEL TECHNIQUES, PARIS ROAD,SIALKOT ( PAKISTAN )

Jan 2010 - Mar 2011


Responsibilities:

· Converse with customer to determine destination, mode of transportation, travel dates, financial considerations, and accommodations required
· Compute cost of travel and accommodations, using calculator, computer, carrier tariff books, and hotel rate books, or quote package tour's costs
· Book transportation and hotel reservations, using computer terminal or telephone
· Plan, describe, arrange, and sell itinerary tour packages and promotional travel incentives offered by various travel carriers
· Provide customer with brochures and publications containing travel information, such as local customs, points of interest, or foreign country regulations
· Print or request transportation carrier tickets, using computer printer system or system link to travel carrier
I.T SKILLS












	Office Skills:
	Office Management

Records Management 

Database Administration


	Spreadsheets/Reports

Event Management

Calendaring


	Front-Desk Reception

Executive Support

Travel Coordination



	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	MS Outlook

MS Access

MS Project
	MS Publisher

FileMaker Pro

Windows


PROFESSIONAL KNOWLEDGE












· Tally  - Accounting Software

Knowledge of Optical Networks.

PDH/SDH Networks.

WIMAX.

Microwave Transmission.

Knowledge of Radio Frequency.

EDUCATION


· Bachelor of Arts in Humanities (4 years Degree Course)

UNIVERSITY OF THE PUNJAB


Lahore, Pakistan.


Jan 2000- Dec 2004 (2nd Division)

· JINNAH ISLAMIA COLLEGE
2000
(E-Grade)

       Higher Secondary School Certificate from Board of Intermediate Education,

       Gujranwala.

· BOYS HIGH SCHOOL 
1998
(C-Grade)

       Secondary School Certificate from Board of Secondary Education,

       Gujranwala.

· CASA COLLEGE , NICOSIA ( CYPRUS )
2007
(A1-Grade)

       Diploma in Business Administration 

       NICOSIA, CYPRUS.

COMPUTER STUDIES




Diploma in Operating

Diploma in E-Commerce

Diploma in Computer Hardware

Diploma in Graphic Designing

Diploma in Travel & Tourism

PERSONAL PROFILE


Date of Birth: September 06, 1981




Sex:

 Male





Civil Status:
 Single

Visa Status:
 Employment

Nationality:
 Pakistani

Languages:
 English (Fluent Speaking, Perfect Read / Write)



 Arabic
 (Basic Speaking, Good Read / Write)



 Urdu (Fluent Speaking, Perfect Read / Write)



 Greek (Basic Speaking, Good Read / Write)

REFERENCES
















Will be furnished on request.

Position worked as:	Graphic Designer 


	Reporting to: 		Branch Manager








Position worked as:	Sales Executive 


	Reporting to: 		Manager Reservations 








Position worked as:          ACCOUNTANT


	Reporting to: 		GENERAL MANAGER








Position worked as:          ACCOUNTANT /AUDITOR


	Reporting to: 		GENERAL MANAGER











