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[bookmark: _gjdgxs]Ubaid ur Rehman
[bookmark: _30j0zll]Accountant/Bookkeeper and Court Clerk
House No 12  Nadeem St No 6 Malik
Park Bilal Gunj Lahore Pakistan, 54000
(+923214475772)
ubaidrehman4111@gmail.com
[bookmark: _1fob9te]Professional Summary
I am working as an Accountant/Bookkeeper using Microsoft Office, Generix Solutions Accounting Software, Analyzing Financial Situations, Accounts Receivable, and Accounts Payable.  I am also working as a Court Clerk in District & Sessions Court Lahore preparing certified Copies of Judicial Record, Maintaining Record Registers and Compliance of Administrative and Judicial Orders issued by Worthy District & Sessions Judge Lahore.
[bookmark: _3znysh7]EXPERIENCE
Hafiz Brothers, Lahore 
Accountant/Bookkeeper April 2012 – Dec 2014(Full Time)
December 2014 – Present (Part Time)
· [bookmark: _GoBack]Maintain Books of Accounts on Daily Basis.
· Reconciliation of Bank Statements, Customers, Suppliers and General Ledger Accounts
· Collaborate with Tax Consultant to streamline the process of Filing Tax Returns.
· Handling Cash and Bank Transactions.
· Liaise with Banks on import related issues, providing necessary documentation for imports.
· Prepare Financial Statements
· Provide assistance in filing of Tax return.
· Manage accounts of domestic suppliers and customers.
· Manage accounts of international supplier in foreign and local currency.
· Coordinate with Suppliers to ensure timely payments and resolve any billing related discrepancies.
· Provide assistance to Auditor to ensure compliance with financial regulations. 
· Reconciliation of General Ledger accounts.







[bookmark: _2et92p0]District & Sessions Court, Lahore 
Junior Clerk/ Court Clerk
DEC 2014 - Present
· Prepare Attested Copies of Judicial Records as per Law for legal proceedings.
· Maintain Government records and ensure compliance with Judicial and Administrative orders.
· Provide assistance and information to litigants and lawyers regarding procedural code for the preparation and issuance of certified copies.
· Collaborate with other Court Clerks to ensure smooth workflow and efficient document management. 
· Collect adhesive stamps against issued certified copies. 
· Maintain Official communication records, including Office orders and other Official communications. 
Mobilink Pakistan, Lahore
 Customer Care Representative
June 2011 - April 2012
· Receiving Inbound Calls in Call Centers. 
· Maintain productivity and Customer Satisfaction Level above 95%
Skills
· Windows Computer Operation
· Microsoft Office Suit (Word, Excel, PowerPoint)
· Customer Service
· Attention of Detail
· Accounting Software
Languages:
· English
· Urdu
· Punjabi
[bookmark: _tyjcwt]EDUCATION
University of the Punjab
 Bachelor of Commerce
August 2008 - August 2010
2 Years Graduation degree/College Certificate Major in Accounting, Economics and Business Management. 
Others Skills 
Short Course Certificate in Microsoft Office Suite
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