CV No: 115164

Email: cvdba15@gmail.com 

        Mobile: +971505905010 / +971504753686
On Transferable Visa
Valid UAE(Abu Dhabi) Driving License:

6 Years of Professional Experiences.

4 Years & 3 months of Admin, Accountant & Assistant Finance Manager experiences in UAE, 1 year & 6 months of Sales Representative experiences in Pakistan.
CAREER OBJECTIVES:
To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organizational goals. I work with roles and responsibilities.
JOB QUALIFICATIONS:

· Can work long hours and under pressure

· High understanding ability and open-mindedness

· High ability of adaptation on new situation with a thought and clear goals and building reciprocal relations with the whole teammate.

QUALIFICATION/ SPECIALIZATION IN FINANCE:

MBA (Finance) 2005





Institute of Management Sciences University of Peshawar
TALLY ERP 9 ACCOUNTING:
· Production, Journal Entry, Bank Reconciliation, Job Costing, Payroll, Budgeting, Sale, Purchase & all Tally ERP 9 Features.
PEACHTREE & QUICKBOOK ACCOUNTING:

· Journal entries, Job costing, Time & Billing, Bank Reconciliation, Payroll, Inventory, Customer, Suppliers & other Peachtree Accounting    
WORK EXPERIENCE:
Sales/Medical Representative Officer

Company

:
Pharmaceutical Ltd Karachi Pakistan

Inclusive Date

:
From 21st April, 2013 ~ 5th October, 2014
Job Descriptions

· Visit clients to demonstrate use of products, show samples and take orders.

· Arrange a schedule of visits to major potential customers.

· Quote and negotiate prices and credit terms.
· Reviewing own sales performance, aiming to meet or exceed targets.

· Plan and work towards meeting sales targets.

· Attending team meeting and sharing best practice with colleagues
Administrator, Accountant & Assistant Finance Manager
Company

:
Engineering & Construction Abu Dhabi UAE
Inclusive Date

:
From 9th September, 2009 ~ 31st March, 2013
Job Descriptions
:

· Manages cash & checks flows.

· Reconciliation of cash book and cash account daily.

· Prepares daily cash report.
· Accounts payables/receivables.

· WPS salary documents papering and submitting in bank.
· Prepares & submits monthly cash & checks reports.

· Prepares & inputs all suppliers’ monthly invoices.

· Preparing & sending Purchase orders.

· Maintaining Inventory records.

· Receiving purchase items.

· Import & Export documents checking & recording.

· Managing & Maintaining Company all Vehicles Record.

· Managing Company Drivers. 

· Directly report to General Manager.

· Prepares & submits monthly payment plan for approval of Managing Director.

· Liaise between bank personals for checks deposit & withdrawals & salaries of staffs.

· Reconciliation of bank and company statement of account. 

· Performs tasks as ordered by the General Manager & Managing Director.
Admin & Accountant

Company

:
Blue Star Transport Sharjah UAE
Inclusive Date

:
From 18th March, 2006 ~ 09th June, 2006 &





4th November, 2006 ~ 7th May, 2007

Job descriptions
:

· In charge as a Transport Manager in a school on the behalf of the company.

· Manages cash & checks flows.

· Monthly income & lose statement preparation.

· Salaries preparation & payment for staffs (Driver & others).

· Monthly vehicles rental receiving & payments.

· And all other financial/accounting and administrative duties those are assigned
RESEARCH WORK EXPERIENCE:

Conduct research on Financial Needs of Small Business for Micro-Finance Department of institute of Management Sciences Peshawar Hayatabad, as per requirements for MBA degree.
COMPUTER KNOWLEDGE: 


Ms Office (2004)
And other computer related works like inter net, installation of software’s etc. 

PERSONAL INFORMATION:

Date of Birth: 




20th January, 1981

Nationality: 




Pakistani
Languages:




Pashto (Mother Language), 


English Advance (Spoken & Written)


Urdu Advance (Spoken & Written)

ACTIVITIES: 
· Study of Professional and general knowledge books, newspaper etc.
· Computers (Net Surfing)

· Playing and watching Cricket.  

REFERENCES:


Available on request. 

