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RESUME

(FOR ANY SUITABLE JOB)
CV No: 652902
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Summary:
I am hard working, looking for a long-term opportunity with a growing company within the business community. Wish to utilize my education, professional experience and management skills in a way that would be advantageous to both my employer and me.

Education:
· Bachelor of Commerce Degree, 
Karachi University, Pakistan.
Special training/Certificates

· English Language course.
· Financial Manager Course.
Computer Skills:
· Command over Window xp., Word, Excel, Power Point, Internet and Email.

· Completed Excel Advance course from Karachi, Pakistan.

· Completed Tally, Peach Tree and Quick Books Courses from Dubai.
· Completed Computer Hardware course from Karachi, Pakistan.
Qualifications:    
· Maintained accounts manually/through computer from vouchers to balance sheet.
· Command over adjustments and preparation of monthly, quarterly and yearly accounts.
· Verbal and written communication skills in presenting financial information to management executives.
· Sufficient experience of bank related matters, banking transactions and bank reconciliation.
· Improved process in relation to internal audits compliance.

· Strong supervisory and organizational skills. Managed and trained staff  for various accounting tasks and supervised them.
· 14 years accomplished experience in various aspects of accounting management, financial reporting and internal/external audit process (including 06 years in Saudi Arabia).
· 03 years Middle East (Dubai) experience of Office Administration, self correspondence, conducting meeting, co-ordination between management and employees. Processing the appointment, warnings, terminations, leave, medical and other miscellaneous employee’s tasks.
Employment History:
	NAME OF EMPLOYER
	JOB TITLE
	PERIOD

	MAINTENANCE SERVICES LLC.
DUBAI-U.A.E. 

(MANPOWER SUPPLY & CLEANING SERVICES)
	OPERATIONS
CO-ORDINATOR

(Administration)
	NOV.2006 TO DEC. 2009



	UNITED GROUP,
KARACHI-PAKISTAN.

(MANUFACTURER TRADER AND EXPORTER OF FOOD STUFF).
	ACCOUNTS OFFICER
	JUNE 2004 TO OCT. 2006

	BUSINESS SYSTEMS, 
KARACHI–PAKISTAN.

(IMPORTER AND WHOLESALER OF ELECTRONICS ITEMS).
	ACCOUNTS OFFICER
	JUNE 2002 TO MAY 2004

	PETRA SERVICES INTERNATIONAL (PVT) LTD.
KARACHI-PAKISTAN.

(IMPORTER AND WHOLESALER OF SANITARY FITTINGS).


	ACCOUNTS
EXECUTIVE
	SEPT.2001 TO MAY 2002

	ARCOM PVT.  LTD. 
KARACHI –PAKISTAN.

(RICE TRADER AND EXPORTER).
	ACCOUNTS OFFICER
	OCT.1998 TO SEPT.2001

	SAUDI ARABIAN TELECOMMUNICATION CO. LTD. 
RIYADH -SAUDI ARABIA.
(CONSTRUCTION AND MAINTENANCE OF TELECOMMUNICATION INFRASTRUCTURE)
	ACCOUNTANT
	MAY 1984 TO SEPT. 1990


Personal Profile:
DATE OF BIRTH
:
22-02-1959

NATIONALITY

:
PAKISTANI
VISA STATUS

:
VISIT
RELIGION 

:
ISLAM

MARITAL STATUS
:
MARRIED
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