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OBJECTIVE

To work in a progressive environment with opportunities for career growth, where I can flourish my skills and interactively use my qualifications, professional experience and interpersonal skills. 
CAREER SNAPSHOT

· 4.5 years experience in Finance and Administrative environment in total. 
· 2 years experience as Accounts Manager. 

· 1.5 years experience as Supervisor / Accounts in-charge.
· CPA in progress (Module-4 in progress)

· Several Internships during academics.
· 0.5 years experience as Finance Executive.
· 1.8 years experience as a Senior Administrator/ Accounts In-charge. 
· Participated in UEXCEL Career Guidance Program. 
· Office XP in the year of 2002.
· Certificate of IGI investment challenge 2007.
· 4 years of Trading experience in Karachi Stock Exchange(KSE).
· Berlitz English Language Certification. 

· Masters of Business Administration (Finance)

· Bachelors of Business Administration (Finance)

EMPLOYMENT EXPERIENCE

	Employer

Dolphins

	Period


(March 2009-Feb 2011)

(Sep 2008- Feb 2009)


	Position & Key Responsibilities

Accounts Manager/Administrator
· balancing of company incoming & outgoing finances;
· keep records of all the material;
· examined journal vouchers, general ledger reconciliation & numerous analysis including P&L variance;
· coordination between the management and all related departments of the company;
· organize meetings with distributors, costing  and prepare reports for management review;
· enhance productivity and efficiency during office work;
· prepare invoices and ensure timely submission to distributors and ensure follow-up procedures;
· generated monthly closing, prepared monthly reports concerning purchases, sales & inventory;
· payroll;
Finance Executive

· using a variety of software packages to produce correspondence and documents, and maintain presentations, spreadsheets and databases;

· arranging meetings, taking minutes and keeping notes; 

· invoicing; 

· maintaining office supplies; 

· implement policies and procedures;

· establish and maintain supplier accounts;

· ensure transactions are properly recorded and entered into the computerized accounting system (Peach tree);

· prepare vouchers, prepare balance sheets;

· maintain financial files and records;

· liaising with members of staff in other departments or external contacts.
· payroll;

· cheques preparation;

· accounts reconciliation with Head office;

· bank reconciliation;

	Ahmer Enterprises 

	(Feb 2005 to Nov 2006)
	Senior Administrator/Accounts In-charge
· Using a variety of software packages to produce correspondence and documents, and maintain presentations, spreadsheets and data bases. 

· Arranging meetings, taking minutes and keeping notes

· Invoicing

· Looking after budgets

· Implement financial policies and procedures

· Establish and maintain supplier accounts

· Ensure transactions are properly recorded and entered into the computerized Software

	Muslim Commercial Bank (Remittance Department) 

	(June 2004 for 8 weeks)
	Internee

· Preparing entries and vouchers for the incoming telegraphic transfers
· Preparing entries and vouchers for the out going telegraphic transfers.

· Made inter-branch credit advices against checks received from other city branches.

· Handle discrepancies in basic remittance software in case of cancellations of entries
· Preparation of a report on the whole internship program


	BBCL PVT Ltd.


	(March 2008 for 2 weeks.)
	Internee

· Coordinating with the event sponsors

· Coordinating, including follow ups with the guests

· Participation in the scheduling of the program

· Ensuring activities are according to the planning

· Guiding the guests with the program and the seating arrangement

· Solving queries of the guests


	Ghandhara Nissan Ltd.


	(June and July 2008 for 8 weeks)
	Internee

·   Order Taking

·   Make sales vouchers

·   Reviewing of sales processes

·   Preparing sales reports

·   Inventory Count
·   Voluntarily joined audit department for 15 days.  



EDUCATIONAL DETAILS

	Institution

	Period

	Subject & Level

	Institute of Certified Accountants of Pakistan

University of Karachi
University of Karachi
	In progress
Dec 2008
Dec 2007
	Level-4 (Skills) 

Masters of Business Administration (Finance)
Bachelor of Business Administration

	Govt. College Formen
	Aug 2002
	Intermediate (Science Group)

	
	
	

	Farah Model School
	July 2000
	Matriculation


STRENGTHS

· Have ability to develop ideas into workable plans.

· Have ability to encourage others.

· Have ability to establish effective priorities among competing requirements.

· Have ability to initiate procedures and controls in a result-oriented environment.

· Have ability to direct people and make decisions.

· Competitive and innovative with excellent communication and interpersonal skills.

· Creative and result-oriented.

· Highly motivated, reliable, confident and committed to a professional standards.

· Effective communication and team building skills.

· Proven leadership abilities.

· Experience in administrative functions in business management.
