[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




CV No: 771948
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
CAREER OBJECTIVE:

To achieve highest professional standards by working in a reputable organization, this will help me enhancing my working abilities and broaden my exposure to organizational environment

WORK EXPERIENCE:

A BREEZECOM COMPANY

Finance Executive

October 2011 to-date
· Supervising the Payment Confirmation procedure

· Supervising the Bank related entries (Receipts and Payments) in QuickBooks

· Supervising Invoicing procedure on weekly, bi-monthly and monthly basis

· Supervising the Petty Cash procedures

· Managing Budget with reference to estimated expenses from other departments

· Maintaining Prepaid and Fixed Asset Register and expense out on monthly basis

· Managing Lease and related matters

· Vendors Payments

· Income tax and Monthly E-Filing of the same

· Maintain the local operations of three companies

· Monthly closing of Intercompany Accounts among 6 companies

HARVEST TOPWORTH INTERNATIONAL 

Marketing Executive

January 2011 to June 2011 

· Dealing with different clients regarding investment in foreign exchange and other metallic commodities including Gold and Silver etc. in international markets

· My daily targets are to convince 3 to 5 customers to get visit our place & encourage for trading

AL-BARAKA BANK (PAKISTAN) LIMITED 

Internship in Human Resource Department

August 2010 to January 2011

· Working on MIS (Management Information System)

· Working on HRMS (Human Resource Management System)

· Managing the leave record in software (Leave Roaster)

· Working on Reimbursement of Utility Expenses of over 900 employees

· Ensuring the completeness of employees’ HR files

· Working on employees Experience Verification

· Verification of Employees Personal References

UNITED HUMAN RESOURCES PVT LTD
Jr. Accounts Officer

August 2009 to July 2010

· To Maintain Payroll and Trade debtors

· Manage Petty Cash Transaction

· Prepare Cash Book and Bank Book of Company

· Prepare Bank Reconciliation and Account Payables

ACADEMIC QUALIFICATION:

· MBA (Finance) in 2009 from Bahria University, Karachi

· B.Com. in 2006 from University of Karachi

· Intermediate (Pre-Engineering) in 2002 from Board of Intermediate Education Karachi
· Matriculation (Pre-Medical) in 2000 from Board of Secondary Education Karachi

COMPUTER SKILLS:

· Microsoft Office.

· Accounting Software maintained on Oracle database and QuickBooks.

PERSONAL INFORMATION:
Marital Status
:
Single                          

Date of Birth
:
30 December 1984

Place of Birth
:
Karachi, Pakistan

