[image: image1.jpg]


[image: image2.png]


[image: image3.jpg]



​



Master of Arts (Economics)

ABOUT ME





Graduation (Economics)








Master of Business Administration (Finance)





Aug-03 – Aug-05








Royal Institute of Information Technology


Admin Officer / Technical Supporter


Full time administrator. Troubleshoot of computer system, and maintenance.





Aug-09 – Apr-13





May-07 – May-08





District Accounts Office, Mirpurkhas


Sub-Accountant


Maintained books of accounts, processed salaries of government employees, preparedindividual cheques of 300 employees per month, prepared final accounts.








To pursue a career in a challenging work environment with responsibilities for upgrading, developing and implementing creative ideas and enhancing my skills with highest quality standard and gaining valuable experience exploiting professional and personal skills.


.





May-13 – Jan-14





OBJECTIVE





 Accounting


Administration


Documentation


Time Management


Communication


Accounts Software


Organization


Typing


Microsoft Office


 Pressure Absorbing


Project Skill





I look forward to have interview, please call me
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 Resume condensed to be read in 60 seconds.





EDUCATION





WORK EXPERIENCE





SKILL





“








03rd June 1982


Ajman, UAE


 Islam


 English, Urdu  7 Years 


Fulltime


Immediately


Driving License











DOB: 


Location:�Religion:�Languages: 


Experience : 


Availability:


Join:


UAE:





2008 -2010





2004 – 2006 





Healthcare Initiative, Sindh (pphisindh.org)


Executive Officer (Finance & Accounts)


Full time responsible for Finance & Accounts of District.


Prepared annual budget of the district, ensure that the division’s plans are within agreed budgets and timescales, oversee processing payroll,review and monitor the expenditure process, oversee the processing of vouchers/ invoices and records, provide timely and accurate information to the external and internal auditors, prepared final accounts.








People’s Primary Healthcare Initiative, Sindh (pphisindh.org)


Finance & Accounts Assistant


Assigned to assist accounts department, maintained books of accounts, processed payroll of more than 400 staff. 





2001 - 2003








