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CV No: 104172
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

Professional & Personal Synopsis

· working experience as Officer Bank                                                        2013-2014
· Working experience as Accounts Officer in Aslam Traders (medicine)                            2011-2013
· Admin Executive in Social Help and Research Organization (NGO)                               2009-2011
· Working experience as Youth Internee in EDO (finance& planning)                                3 months
· World Bank Survey ( protecting Pakistan’s poor against health shocks in disasters )

Work Experience (1 years)
	Organization
:
	Bank Pakistan

	Organization Type
:
	Financial Institution               

	Designation
:
	Teller Service Officer                                                                         

	Location 
:
	Bahawalpur, Pakistan 




Brief Job Description:
· Facilitate the customers and perform core duties of the bank by mainly receiving and paying cash

· Handle and control cash transactions of customers by monitoring deposits and withdrawal accurately in line with SBP regulations and guidelines

· Increase and maintain capability of cash handling by balancing the physical inflow and out flow of debit and credit with the help of vouchers

· Assess high technical capabilities, regulate the process & facilitate the customers in time through the posting of transactions in the system

· Improve and increase the technical and operational skills to achieve the customer satisfaction regarding ATM operations

· Plan and analyze the needs and priorities of the customers in order to ensure superior custom services management prior to the customer’s demands

· Work in pressure and be ready to achieve higher level of efficiency and effectiveness for maximum customer satisfaction.
Work Experience 3 years
	Organization
:
	Traders Pakistan

	Organization Type
:
	Medicine company

	Designation
:
	Accounts Officer

	Location 
:
	Bahawalpur, Pakistan 



	Brief Job Description
:
	· Properly record Transactions and entered them into the computerized accounting system (Telly)
· Preparation of day books, monthly payroll.
· Preparation of final accounts.

· Maintain accounts receivables and payables ledgers, checking, verifying and posting invoices.

· Maintain Petty cash of the company.

· Prepare monthly/weekly and other periodical financial reports.

· Bank reconciliation and reconciliation of creditors and debtors.    




Acedemic Profile
	Sr.
	Certification / Degree 
	Institution / University 
	Specialization / Major 
	GPA/ %    

	Passing Year

	1
	MBA / M.Phill
	Islamia University Bahawalpur 
	Finance
	3.37 / 4
	2013

	2
	B.Com
	Islamia University Bahawalpur
	Commerce 
	63%
	2009


Computer skill and Other Abilities 

	Sr.
	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	1
	Quickbook
	Excellent    
	2014

	2
	MS Office (Excel, word, power point)
	Excellent 
	Currently Using 

	3
	Telly 9
	Excellent
	2011-2013

	4
	Financial Analysis Tools
	Above Average
	Currently Using


Personal Information

Gender


:

Male




Marital Status

: 

Single

     Nationality


:

Pakistani

Languages Known

:

English, Urdu, Saraiki, punjabi
Visa Status


:

Visit Visa 
References


:

Available upon request

Declaration 

I hereby declare that all the above furnished details are true and correct to the best of my knowledge
and belief.






Utilization of my academic skills in enhancing and upgrading the current educational and knowledge development standards through practical exposure, which in general will facilitate the upcoming generation and specifically provide me with a practical exposure towards the emerging trends in management
































OBJECTIVE








