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         Sardar Mansoor Khan

–––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

  PERSONAL DETAILS:


Father's Name: Mohammed Akhlaq Khan   Mobile: 0313-2425635  
Email:  sardarmansoor848@yahoo.com
Address:  Mehmodabad No 5, Hill town Street No 11, House No: 255 – Karachi.       Place of Domicile and PRC: Karachi (Sindh)
 
CNIC No:  42301-3239336-7       Date of Birth: June 03, 1984      Marital Status:  Married
               about me:
I have 15 years of professional Experience in Pakistan Best and pioneer Distribution Company of Books & Magazine. I show my Abilities, Qualifications. Devoutness skills in a challenging Atmosphere and maintain a good reputation in the company.

I look forward to join your Organization as a Career to show my ability, qualifications, devoutness and Professional Skills in a Challenging Atmosphere that will offer be the best opportunity for further development of my abilities, skills and knowledge in an established firm with long term career growth possibilities.
Education:
     m.a Economics

              B.A 


HSC (Pre Engineering)


SSC (Science)

                                                                                continued                                          2019                                             2005                                                            2000
sINDH University
                sINDH UNIVERCITY  
       N.J.V GOVERMENT COLLAGE
     M.E BOYS SEC SCHOOL
Sindh                                        Sindh                                     Karachi.                                                 Karachi
PROFESSIONAL EXPERIENCE:
· 01-07-2011 Till Date           
 Accounts Assistant
                                             
 Paradise Books & Distributer Karachi (PB&D)
· Check out the Daily Expense sheet of Head office and Branches.

· Tracking organization expenses.

· Create daily reports for management and team members.

· Preparing payroll of Employee and check there P.F Fund, Loans and other allowances.
· Check out the Sales Report of Magazines and finalize them for payment.
· Daily Check out the Payable and Receivable of Dealers.
· Enter Data, Post Accounting entries of Purchase, Sales, Purchase Return, and Sale Return.
· Maintain Book keeping, and process them in the software.
· Check out postages and Mail Records.

· Daily check Receipt and Payments of Branches.
· Preparation of documents of International payments of Books and Magazines. 

· Check dealers Receipt, invoices and Credits and update their Statements.
· Assisting the finance department and senior accounting staff members with various tasks, including preparing reports, statements for the monthly yearly closing.
· Manages monthly closing of and posting of month end information

· Maintain correspondence with suppliers and bank.

· Perform any other task assign by management.

· Verify payments and deposits made through the company account and coordinate with the bank.
· Preparing financial documents such as invoices, bills, and accounts payable and receivable

· Creating and processing invoices and credits. 
· Cross-checking invoices with payments and expenses to ensure accuracy

· Managing a company’s accounts payable and receivable

· Tracking organization expenses.
· Reconciliations of all customers account.
· Monitor customer account details for non-payments, delayed payments and other irregularities and recover payment from the Dealers.
· Prepare daily banks position.
· Prepare and submit weekly/monthly reports.

· 01-07-2006 to 30-06-2011          Warehouse /Supply chain







 Paradise Books & Distributer Karachi (PB&D)

· Balance the Stock according to Sales Report.

· Make Billing Sheet of Upcountry and Local.

· Procurement & purchasing, Vendor management. 

· Maintain and Ordering Cards and their Returns.

· Branch & Offices branding, marketing coordination.

· Send Magazines to Dealers of upcountry and in local.

· Make Cash Memo/ Cash Credit in Manual and Computerized.

· Inward, outward, item ledger, manual record and bookkeeping.

· Maintain Stock in Store Room in Manual & Computerized form.

· Make and survey on a weekly basis of Markets about the Sale of Magazine's, Inventory management.

· Deals with Up Country dealers about their orders and their matter about Payments and their Returns.

· Cash memo, cash credits and the entries regarding inventory which is required in Software.

· Visit to shops and Hawkers for magazine and books display and repot to the Manager. 

· 1- Year Experience

Data Entry
26-6-2006 to 31-7-2007       
Paradise Courier and Logistics P.C.L Karachi. 

· Customer coordination, dealing, follow up and formation
· Providing information and guidance to concerned person's

· customer billing, feedback Reporting, receiving and forwarding

· Comparison of Material Request, Record and documents keeping



  Certification:
·  3 Year’s Diploma

Electrical.






Technical Board Karachi.
  
 TRAINING AND PRACTICES:
· Data Collection, Computer Training, Communication Skills Training.
· 6 Months Training in Air Ticketing in Bukhari Travels as a Desk Operator.
· 4 months training of Courier Operation in P.C.L Karachi.
SKILLS
· Computer literate (Microsoft Word, Excel, Internet browsing.

· Teamwork.

· Creative.

· Methodical.

· Optimistic.

· Communication.

· Flexibility.
· Typing speed up to 30 WPM.
· Use of ERP Software.
LANGUAGE /COMMUNICATION
· English (Speak, Read, Write)                                                     
· Urdu (Speaks, Read, Write)

· Photohari                                                                           (Original References will be provided if conveyed)                                                                                                  
