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CV No: 828600
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  

Visa Status: Visit Visa

OBJECTIVE
To secure a challenging position in an environment which provides opportunities to fully utilize and improve my knowledge and offers a congenial atmosphere for career development.  I also have extensive years of experience and knowledge, which I believe would be an asset to an organization.
AREAS OF EXPERTISE
· Bookkeeping 
· Record Transactions
·  Compliance
·  Reconciliation
· Administration
· Maintain Record AP/AR 

· Problem Solving
·  Cash Management 

· Budgeting Control 

· Customer Dealing 

·  Reporting 

EDUCATION
Masters in Economics, in Dec 1996                               
Shah Abdul Latif University of Pakistan 
Bachelor in Commerce, in Jan 1994


Shah Abdul Latif University of Pakistan
WORK / PROFESSIONAL EXPERIENCE 

NIB Bank Ltd. (Temasek Group of Singapore) Karachi, Pakistan
Assistant / Operation Manager (01/2008 to 12/2009)

In the capacity of Assistant / Operation Manager my responsibilities include:
· Supervise all transaction in Ledger & System

· In-charge Cash & Hold cash in limits

· Timely reporting to all areas
· To ensure that best service provide to customers

· To ensure Customers complaint resolve in minimum time

· Coordination with internal/external auditors
· Follow-up for recoveries/ Maintain record of AR & AP
Pakistan Industrial Credit and Investment Corporation (PICIC) Karachi, Pakistan
(PICIC - Development finance institutions established with the World Bank Group assistance in 1957)
 Operations Officer/Manager (06/2000 to 12/2007)

In the capacity of Operation Officer, my responsibilities include:
· Opening new Accounts/Maintain record AOF
· Reconciliation of Bank account all other heads 
· Security Stationery & Legal documents 

· Supervise General ledger & subsidiary ledgers
· Maintain record of accounts Payable & Receivable
· Posting transaction in system

· Petty Cash holder

· Post dated cheque present in bank on due dates

· Compliance of the Branch as a Compliance Officer
Pakistan Industrial Credit and Investment Corporation (PICIC) Karachi, Pakistan

(PICIC - Development finance institutions established with the World Bank Group assistance in 1957)
Teller / Assistant (06/1995 to 05/2000)

In the capacity of Teller/Assistant, my responsibilities include:

· Receipts and payments of cash

· Opening of new accounts
· Issuance of Pay Orders, Demand Drafts  & New Cheque book to customers 

· Record Transaction, Preparation of subsidiary ledgers & general ledger

· Maintain record of Fixed Assets
SKILLS
· Motivated & ability to motivate and direct others 
· Strong leadership skills

· Excellent communication skills

· Excellent presentation skills 
· Ability to work under pressure and meet the deadlines
· Highly computer literate
· Punctual & Trustworthy 
Efficient in:

· Word, Excel
· BAS, PIBAS, T24 (Accounting Software) & Proficient in operational software.
Professional Training

· 3 days certificate course on “Basic accounting concept for non-accountants” attended at PMI, Karachi.

· 5 weeks training of “Skill development program” attended at PICIC Management Institute, Khi. 

Workshop attended

· Motivation   /   Managing People At Work 

· Effective written Communication skills

· Cash Management - Monitoring 

· Auditing  /  Compliance Management

· Team Work  /  Time Management

LANGUAGE

Fluent in: 

English

(written – Spoken) 
Urdu

(written – Spoken)
PERSONAL

Status


: 

Married
Date of Birth

: 

January 28, 1971
Gender


:

Male

Nationality

: 

Pakistan
REFERENCES
Available upon request [image: image2.png]
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