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	Well organized Self-motivated and competent professional with proven experience in accounts, finance, administration and customer service. Skilled in executing financial accounting tasks such as AP/ AR, account & bank reconciliation, book of accounts closing with know how in accounts finalization and financial statement preparation with strong command over administration. , quick learner and hardworking team player with excellent communication, coordination, organizing, interpersonal, and time management skills. Well versed with Peachtree & Quick Book officer manager accounting packages and MS Office applications. Presently seeks for an executive work profile in any industry to utilize gained knowledge, experience and skills. 


	
	CORE STRENTHS
	

	

	· Competencies in various accounting functions 
	· Administration – business coordination skills

	· Excellent analytical & problem solving skills
	· Meticulous with keen eye for details 

	· Possess strong team playing attitude
	· Accurate, detail-oriented, quick learner & reliable


	
	ACADEMIC QUALIFICATIONS
	

	

	Masters in Business Administration in Finance, ABASYN University of Peshawar, Pakistan

	2010

	
	

	Bachelor of Arts in Statistics and Economics, Kohat University of Science & Technology, Pakistan 
	2007


	
	CAREER SNAPSHOT
	

	· Archive clerk: Park line rent a Car, Abu Dhabi UAE.                                                               July 2013 to present
·  1. AP& AR Management        2.Fleet Coordinator                  3.Sale Agent


	Transportation Supervisor, Al Haz Al Thamin Gen Transport, Abu Dhabi, UAE
	April 2011 – May2013 

	Al Haz Al Thamin Gen Transport deals with transport services.
· 1. Transportation Services         2.  Vehicle Registration system   3. Buses and Driver for Hire.




	
	CAREER ACHIEVEMENTS
	

	· Consistently helped in the companies in forecasting financial status and identifying liquidity by preparing accurate final accounts, while ensuring its reliability and worthiness. Car financing to clear car from bank.
· Initiated two new business entities during the two year job period i.e. Haier Auto Parts Trading & Park line Rent a Car.
· Insurance of purchase order, communication PO to suppler, receiving acknowledgement preparing document and record keeping of salik detail And traffic Fines etc.
· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication and drove towards contributing to continued business growth.  
· Performs entrepreneur tasks to run the enterprise successfully achieved Organization objectives.




	AREAS OF EXPERTISE
	


	Administration 
· Manage all administrative duties efficiently including correspondence, call management, client relationship, and record keeping, and dealing with other companies.
· Ensure smooth functioning of the department about handling daily transactions.  
· Prepare memorandum, business correspondences and business letters while maintaining files of confidential documents and other highly sensitive company records.
· Perform secretarial duties and provide an n-office support for the staff.
· Devise an extensive filing system to organize and update company files.
· Compose letter or memoranda in response to incoming mails or calls.
· Initiate discussion; sharing ideas with team members; identify possible solutions and implement the same towards the achievement of organizational objectives.Functioning as Business Promotion Campaigner, responsible in managing sales order processing, sales reports preparation, invoice preparation, cheque collection, bank statement reconciliation and tracking clients accounts due thru phone, fax and e-mail. 


	
	PRESENT JOB ROLE 
	

	

	· Functioning as Business Promotion Campaigner; responsible in managing sales order processing, sales reports preparation, invoice preparation, cheque collection, bank statement reconciliation and tracking clients accounts due thru phone, fax and e-mail. 
· In charge of receiving and properly managing all e-mails, mails, facsimiles, cheque payments vouchers and couriers. 


	
	PROFESSIONAL DEVELOPMENT 
	

	

	Trainings -Seminars
· Islamic Banking System in Pakistan, Islamic Mode of Finance, September 2009
· Intellectual Property Seminar, Abasyn University of Peshawar, Pakistan, Sarhad Chamber of Commerce, Peshawar, July 2009
· Peachtree, Quick Book Training: Computerize application in accounting, Epistemics Degree College , Peshawar, Pakistán, August 2009

· Pre-Selling Skills and Comparison Techniques Seminar, Thakaful General  Insurance, Executive Marketing Manager, Deans Trade Center, Peshawar, Mar 2008
IT Skills
· Proficient in accounting packages: Tally ERP 9, Peachtree and Quick Books
· Adept in computer troubleshooting, MS Office Suite, Internet and E-mail Applications


	
	PERSONAL DETAILS
	

	

	Nationality: Pakistani          Date of Birth: 7th August 1984          Marital Status: Married
Visa Status: Employment Visa          Languages: English, Urdu Pashto & basic understanding of Arabic
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