
MUHAMMAD DANISH SARWAR 
Contact: +971- 50-5456421  

Email: m_siddique92@live.com 

Skype: m.siddique92 
Visa Status: Employment Visa  

 

CAREEROBJECTIVE: 
To be a part of progressive and dynamic Organization in offering growth prospectus, an opportunity to 

utilize my Organization and technical skills and prosper towards brighter Future 

 

PROFESSIONAL WORK EXPERIENCE: 
 

Organization:  Abbas Al Muhsin Group of Companies  
Tenure:   Mar  2016 ɀ Till Now  
Designations:  Purchaser  

JOB RESPONSIBILTIES 

Á Process Purchase requisitions/Orders.  
Á Invite, assess, and recommend supplier tenders, bids, 

quotations, and proposals. 
Á Maintain and review records of items purchased, costs, delivery, product performance, and 

inventories. 
Á Prepare Local purchase order by verifying specification and price and obtaining approval from 

requisitioning department. 
Á Establish and negotiate contract terms and conditions, and maintain supplier relationships. 
Á Administer contract performance, including delivery, receipt, warranty, damages and insurance. 
Á Purchase or maintenance work done within Budget.     
Á Authorizes payment for purchase by forwarding receiving documentation 
Á Making Monthly report and submitted to Higher Management. 

 
Organization:  e2e-Logistics - Pakistan  
Tenure:   Aug 2015ɀ Feb 2016 
Designations:  Accountant  

JOB RESPONSIBILTIES 

Á Prepare Daily Bank Reconciliation statement. 

Á Prepare and verify stock report with DSR and warehouse in charge on weekly bases. 

Á All Recode maintain in ERP software (Climax Software). 

Á Daily Expense recording of Fuel, Repair & Maintenance and warehouse damages with valuation. 

Á Prepare and Overview Payroll sheet for management staff, out-sources staff, and dispatches the 

salary as per bank Accounts or cheques with help of HR Department. 

Á Month End Closing Vouchers of expense such as Insurance, Tracking, Communication bills, Closing of 

Imprest amount & Rent of all Branches. 

Á Daily recording of Receipt from the Credit Customers & daily ageing analysis & Creditor Analysis. 

Á Manage and recode petty cash transactions.  

Á  Manage Depreciation and Inter-Company Assets in the Books.  

Á Assist with preparation of the budgets & costing report. 
Á Making sure that all system are performing function on prompt bases.  

 

 

mailto:anzarsalahuddin@yahoo.com


 

Organization:  Lucky  Oil Traders ɀPakistan    
Tenure:   Feb 2014ɀJuly  2015  
Designations:  Accountant  
 

JOB RESPONSIBILTIES 

Á All Report and financial work submitted to higher management. 
Á aŀƛƴǘŀƛƴ /ƻƳǇŀƴȅΩǎ CƛƴŀƴŎŜ !ŎŎƻǳƴǘǎ ϧ !ŘƳƛƴ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ  
Á Summarizes current financial status by collecting information; preparing balance sheet, profit and 

loss statement, and other reports 
Á Prepare payroll of Staff. 
Á Prepare Bank reconciliation statement. 
Á  e-filling of sales tax return on FBR Site 
Á Maintains customer confidence and protects operations by keeping financial information 

confidential. 
 
Organization:  Farrukh Mateen & Co.  
Tenure:   01 Year (2013) 
Designations:  Trainee  

JOB RESPONSIBILTIES 

Á Prepare accounts and bookkeeping in Tally Book Accounting Software. 
Á Involved in producing and analyzing year-end financial accounts 
Á Liaising with the company's auditors 
Á Compute taxes owed and prepare tax returns, ensuring compliance with payment, reporting and 

other tax requirements.  
Á Tax E-filling sales tax on FBR sites. 
Á Involved in preparing monthly management accounts 
Á Assisting in bank reconciliations 
Á Helping departments to Plan manage and report their budgets forecasts. 
Á Preparation of Statutory Accounts 
Á Completion of Personal Tax Returns (Income tax return). 
Á Prepare financial reports by collecting, analyzing, and summarizing account information and trends. 

Apart from above work  

Á Deals with banks 
Á Used to work as customer service representative with accounts  

Responsibilities also, when customer service employee was on Holidays 

ACADEMIC EDUCATION: 
Education      EXAMINING BODY:   YEAR 
Á Certified Management Accountant    USA   (in Progress Paper 1) 
Á Institute of Cost Management Accountancy   Pakistan  (Semester 4) 
Á Bachelor of Commerce    Karachi University  2013 
Á H.S.C in Per-engineering    Karachi Board   2010 
Á S.S.C from Placid High School    Karachi   2008 

Certificate / Professional   Trainings  

¶ Excel 2007 (Advance) 

¶ Peach Tree 

¶ Quick Books 

 



¶ Tally 

¶ Inflow  

MAJOR SUBJECTS: 

COMMUNICATION AND INTERPERSONAL SKILLS: 
Á Outstanding command over verbal and non-verbal communicative & interpersonal skills 
Á Strong organizational, managerial, problem solving, interpersonal and negotiation skills 
Á Confidently able to work independently or in a team to deal effectively with educators & 

employees 
Á Flair to organize & prioritize tasks to meet deadlines 
Á Ability to manage multiple projects with minimal supervision 
Á Have a good level command over English and Urdu Languages. 

 

PERSONAL INFORMATION:  

CŀǘƘŜǊΩǎ bŀƳŜ : Sheikh Sarwar 

Date of Birth  : 20thSeptember 1992 
Passport Number : BX5992201 
Nationality  : Pakistani, Muslim 
Marital Status  : Unmarried 

¶ Accounting (financial and cost) 
¶ Statistics 
¶ Management Accounting 
¶ Business Communication 
¶ Tax & Co-operate Law. 

 


