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Abdul Razzaq Khatri

Present Address:- Flat #.09, 3rd Floor, Ghazi Plaza, Opp Nasurallah Masjad,  
Syed Mewa shah Masjad road, Juna Kumhar wada, Saddar Town UC-I, Karachi (75660) Pakistan..

Permanent Address: - Flat #.101-A, 1st Floor, Hajiani Fatima Terrace,

Middle way street, Juna Kumhar wada, off. Syed Mehmood Shah Road, 
Saddar Town UC-I, Karachi (75660) Pakistan.


Personal:-

.
	Father’s Name
	:
	Ahmed Abdul Latif Khatri

	Date of Birth                            
	:
	01/08/1975

	Marital Status
	:
	Married

	N.I.C #   (Computerized)
	:
	42301-0901303-9

	NTN#.
	:
	3292728-2

	Telephone No (Res.)
	:
	021-32770670

	Cell No
	:
	0313 - 2178895 
0348 - 4661259

	E-mail Address
	:
	arazzaq2001k@yahoo.com 
arazzaq2001k@gmail.com 

	Account Title & No
	:
	ABDUL RAZZAQ KHATRI. 00487900179601 

	Bank Name & Branch
	:
	HBL PIA AIRPORT BR

	
	
	


Education:-

	B.Com
	Karachi University  
	THIRD DIVISION
	2005

	Inter (Commerce)
	Board of Intermadiate Educational Karachi
	D GRADE
	1995

	Matric                                       
	Board of SecondaryEducational Karachi
	D GRADE
	1993


Computer Courses:
· Course from Khatri Technical Institution Karachi.

      Dos, EDP, Basic & Project    (Oct’ 1993), Dos, Word Star, Lotus, Dbase (Dec’1994)

      Visual Basic   June 2000, FoxPro April 2001     

· One year diploma in Computer Science from Petroman Training Institute from July 98   

      To June 99. Subjects are as follow: 

      Dos, EDP, Basic & Project, Word 97, Excel 97, dbase III++ & Project, Data Structure, Cobol-85 
      & Project, Accounting, UNIX, C++, Oracle-8.1 & Developer 2000 (Introduction), Windows-LAN, 
      System Analysis & Design, Data & Computer Communication 

· Course from K.M.A. of Information Technology (Jun’2001 - Dec’2001)   

      Macromedia Flash 5.0, Webpage developers (HTML 4.0, DHTML, Introduction to ASP,    

      Macromedia Dream Weaver 4.0, Macromedia fireworks 4.0, V.B.Script, Oralce 8i & 

      Developers 2000 

· Diploma in Oracle 9i & DBA from Noor College of Professional Education (Apr’03-Dec’03)

Learning:

· Course from K.M.A. of Information Technology (Feb 2007  - April  2007)   
      VB.NET + ASP.NET + SQL SERVER  

Experience:
1. Working in Al-Ameen Trading Corp. Limited (S.I.T.E. ). In Account Dept.  As an Assistant Accountant from 14th Feb’2000 to 30th June 2004

     Working:- 

      1) Sales tax Audit (Sales and Purchase Register Reconcile (Month wise), 

      2) Entered in general ledger (BV, JV, RV, DV, CV) 

      3) Entered in Store Program (Opening +Purchased + Consumption & Reconcile), 

      4) Tax Challan Making (Computerize), 

      5) Filling All Documents 

      6) Cash Voucher (Come form Cashier and Tally Khatta and Working debit code and enter)

      7) Making party cheque, deposit slips JV, BV, RV and CV
      8) Reporting Works (any),

      9) A/c. Receivable Reconciliation,

     10) Bank Reconciliation

     11) Sales Tax working

     12) Sending Sales tax Section 26 Report to Collector of Sales Tax

     13) Party Ledger Account Reconciliation 

2. Working in Textilfort (private) Limited (S.I.T.E.).In Account Dept.  As an Assistant Accountant from 1st July 2004 to 30th June 2005 

     Working:- 

      1) Sales tax Audit (Sales and Purchase Register Reconcile (Month wise), 

      2) Entered in general ledger (BV, JV, RV, DV, CV) 

      3) Entered in Store Program (Opening +Purchased + Consumption & Reconcile), 

      4) Tax Challan Making (Computerize), 

      5) Filling All Documents 

      6) Cash Voucher (Come form Cashier and Tally Khatta and Working debit code and enter)

      7) Making party cheque, deposit slips JV, BV, RV and CV 

      8) Reporting Works (any),

      9) A/c. Receivable Reconciliation,

     10) Bank Reconciliation

     11) Sales Tax working

     12) Sending Sales tax Section 26 Report to Collector of Sales Tax

     13) Party Ledger Account Reconciliation 

3. Working in D.S.I.GROUP (K.I.A).In Export Dept.  As a Foxpro programmer and Export Assit. From 1st July 2005 to 31st May 2008.
4. Working in Forte Pakistan (Pvt.) Ltd. In Account Dept.  As an Assistant Accountant. From 1st June 2008 to 17th August 2008.
     Working:- 

      1) Sales tax Audit (Sales and Purchase Register Reconcile (Month wise), 

      2) Entered in general ledger (BV, JV, RV, DV, CV) 

      3) Tax Challan Making (Computerize), 

      4) Filling All Documents 

      5) Making party cheque, deposit slips JV, BV, RV, CV 

      6) Bank Reconciliation

      7) Sales Tax working

      8) Party Ledger Account Reconciliation 

5. Working in 
United Human Recourses c/o Pakistan International Airlines. In Account Dept at P&L.  As an Accounts Assistant from 7th November 2008 to 28th Feburary 2014.

     Working:- 

1. To receive and feeding of all Receive voucher / Bills and Purchased Order and it’s controls.

2. To prepare monthly liability, Received voucher Accounting  and J.V

3. To check & match all bills / Received voucher / Pos of parties. For processing payment against approvals & agreements.

4. To ensure correct Accounting as per corporate practice.

5. To initiate correspondence to settle the Discrepancies. 

6. To attend queries of supplies / user department.

7. To send sales tax Report / income Tax Report through E-mail /by hand on monthly basis to PIA head office.

8. Other Assignments given by Finance Manager.

9. Working with COSSAP III program for month closing.

6. Working in 
Fulcrum c/o Pakistan International Airlines. In Account Dept at P&L.  As an Accounts Assistant from 1st March 2014 to 31st July 2017.

     Working:- 

1. To receive and feeding of all Receive voucher / Bills and Purchased Order and it’s controls.

2. To prepare monthly liability, Received voucher Accounting  and J.V

3. To check & match all bills / Received voucher / Pos of parties. For processing payment against approvals & agreements.

4. To ensure correct Accounting as per corporate practice.

5. To initiate correspondence to settle the Discrepancies. 

6. To attend queries of supplies / user department.

7. To send sales tax Report / income Tax Report through E-mail /by hand on monthly basis to PIA head office.

8. Other Assignments given by Finance Manager.
9. Working with COSSAP III program for month closing.
10. Launge ERP DT: 15/01/2017 and work at billing feeding and Cheque  Print .

7. Working in 
Transbridge Logistic Pakistan (Pvt) ltd (Part Time). In Accounts Dept.  As an Internal Auditor from 21st August 2015 to 30thNovember 2015.

8. Working in Skyrooms c/o Pakistan International Airlines. In Account Dept at P&L.  As an Accounts Assistant from 1st August 2017 to update.

     Working:- 

1. To receive and feeding of all Receive voucher / Bills and Purchased Order and it’s controls.

2. To prepare monthly liability, Received voucher Accounting  and J.V

3. To check & match all bills / Received voucher / Pos of parties. For processing payment against approvals & agreements.

4. To ensure correct Accounting as per corporate practice.

5. To initiate correspondence to settle the Discrepancies. 

6. To attend queries of supplies / user department.

7. To send sales tax Report / income Tax Report through E-mail /by hand on monthly basis to PIA head office.

8. Other Assignments given by Finance Manager.

9. Working with COSSAP III program for month closing.

10. Launge ERP DT: 15/01/2017 and work at billing feeding and Cheque Print.
11. Change working after ERP. Bills Received  come from Suppliers and Enter and Attachment of Documnets as Standard Invoice Application in ERP and innitiate to approval authorities, After approved the Documents  then we make Cheques/ payorder Letter.    

12. Customs, Excise, Godown rent, Clearing Agent etc  are making as Prepayments Invoice Application and after Clearence or Recevice matterial and Making Standard Invoice as Adjustment of  Prepayments.through Landed Cost Modual (LCM)
13. Others Task Given by Manager / Assistant Manager
14. Many time Attand Auditor (internal / External)  for my realative works.
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