Muhammad Rashid
Gulbahar No. 4 Hafiz Abad
BakhshStreetPeshawar Kpk, Pakistan
CELL # 0314-9001700
Rashukhan18@gmail.com


Objective:
I am looking for work in a challenging environment. I am looking for a position that utilizes my comprehensive knowledge, thorough analysis, and abilities to excel in an exhaustive environment. I would like to work in a position that continually promotes growth and development of the organization which includes adhering to multiple roles and responsibilities.




Personal Info:

Name:			Muhammad Rashid
F/Name:		Ziarat Gul
Date of Birth:		4-Sep-1989
Domicile:		KPK, Peshawar
Phone number:	0314-9001700	
Nationality:		Pakistani
NIC #   		             17301-8124269-9



Academic Qualification:

	Degree
	Institute
	Year
	Division

	M.COM
	GovernmentCommerceCollegePeshawar
	2014
	1st Division

	B.COM
	GovernmentCommerceCollegePeshawar
	2011
	2nd Division

	D.COM
	GovernmentCommerceCollegePeshawar
	2009
	1st Division

	SSC
	Sir Syed Public School Gulbahar Peshawar
	2006
	1st Division




Expertise:

· Networking                                     
· Hardware
· MS Office (MS Word, PPT, Excel etc.)
· Operating Systems
· ARC GIS
· PREZI
· [bookmark: _gjdgxs]Tableau


Professional Experience:


MAQSOOD MEDICAL COMPLEX(MMC HOSPITAL) [image: ]
Location:     Peshawar.
Designation: Accounts officer
Tenure:      June, 2022 To Still Present.

[image: ]Data Support Center(Micro merger IT Solution Pvt Ltd)
Project:       Polio Eradication Program (UNICEF Funded Project)
[image: ]Location:	     Peshawar
Designation:          Data Entry Operator (DEO)
Tenure:                 Sep, 2015 –June,2020

Responsibilities:
· Ensure in-time arrival in DSC and mark attendance and leave office by informing leads.
· Ensure professionalism while working in office premises and do not create any type of disturbance for other colleagues.
· Ensure the quality and accuracy of data entered in MCTDB.
· Maintain the log book in excel of their daily work.
· Follow the instructions given by DC/Team Lead for data verification and try to finish daily assigned work before leaving.
· Manage the computer set provided for data entry and ensure that no intentional damage to hardware or software is incurred while using it.
· Inform Office In-charge and DC for leaves and get approval.
· Sometimes they randomly have to verify that the data entered by other DEOs are correct and that in terms of spellings, number of fields or coding and all other aspects of data entry, no mistake has been done.
· Identify all mistakes, communicate to the DC as well as relevant DEO and keep a check so that such mistakes are not repeated
· Sometimes perform field visits for data validation.
· Ensure that numbers of tally sheets in MCTDB are the same as per daily district report was given by DC of districts.
· Any Other task assigned by District Coordinators related to data compilation to distribute the workload.


[image: ]Kuwait Teaching Hospital
Location:	     Peshawar
Designation:          Accountant
Tenure:                 Jan, 2013 – Dec, 2014

Responsibilities:
· Making of Invoices (Monthly Basis) for requesting grant approval.
· Making of all kinds of vouchers.
· Maintaining of Cash Book and Bank Book.
· Maintaining of Stock and Income/Expense Register.
· Handling of Bank Matters and Bank Reconciliation.
· Making of Salaries (Monthly Basis).
· Handling of petty cash.
· Handling of cash book.
· Handling of General Ledger.
· Handling of Supplier's Ledger.
· Handling of Bank Book.
· Handling of Staff Advances Ledger.


Soft Skills:
· Client Handling and customer service skills.
· Team working and Collaboration skills. 
· Analytical and problem-solving skills.
· Strong Public speaking Skills. 
· Effective presentation/Communication skills.
· Conflict resolution and feedback acceptance.  
· Ability to simplify Technical problems.

References:
· References will be dispatched on demand.
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