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	Professional Résumé 


	

	Date of Birth :
	30
	-
	09
	-
	1983
	Age: 
	30
	Years
	

	
	

	
	
	
	
	
	
	


	Objective: 
	To join a dynamic and progressive organization offering ample opportunities for diversified experience, enhancement of professional skills. Where I can contribute to their success and development with my dedication hard work.




	Certification Status
: 
	Business Administration 

	Education
: 
	Master

	Current Status
:
	MBA (Finance)  


Professional Experience 

	Petroleum in Karachi
	

	Organization Type
:
	Lubricants

	Designation:

	 Finance Officer

	Tenure

:

	July 2010  To date 


	Brief Job Description:


	· Assist to Finance Manager and ensuring the accuracy and authenticity of all accounting and financial records. 
· To keep, update and reconcile the receivable accounts including their local payment of supplier, and other associated costs in coordination with Finance Manager under his guidance.
· Maintain Inventory 

· Purchases and maintain ledger of clients.

· Maintain Daily base, Stock of Oil and Materials.
· Analyze monthly Profitability

· Prepare and review the financial reports and discuss with Finance Manager.
· Preparation of Monthly and Weekly Cash requests and projections.
· Advise on all bank accounts, bank relations, and ensures timely preparation of bank reconciliations.
· Advice in making payments.


	
	

	
	

	
	

	
	

	
	


	Associate Company
	

	Organization Type
:
	Constructions 

	Designation:

	Accountant 

	Tenure
:

	July-2006 To 2008




	Construction Company
	

	Organization Type
:
	Constructions 

	Designation:

	Asst. Accountant 

	Tenure
:

	Jan-2006 To June 30,2006



Professional Certification & Academic Education (most recent on the top)
	Sr.
	Certification / Degree 
	Institution / University 
	Specialization / Major 
	Passing Year

Grade/GPA

	1
	MBA  
	Institute of Business & Technology (BIZTEK) 
	             Finance
	2010 

(CGPA 3.38)

	2
	B.C.S
	A.I.O University Islamabad
	      Computer Science 
	2006

(1st Division)

	3
	F.Sc
	Govt.College Mardan
	             Pre-Eng 
	2002

(2nd Division)

	4
	SSC
	F.G Public High School Mardan
	             Science 
	2000

(2nd Division)

	
	
	
	
	


Computer Skills and Other Abilities

	Sr.
	Skills & Abilities 
	Proficiency Level
	Last Used / Practiced 

	1
	Microsoft Excel
	Excellent 
	Currently Using

	2
	Soft Presentation
	Above Average 
	Currently Using

	3
	MS Word
	Excellent
	Currently Using

	4
	Hard ware 
	Average 
	Recently Used

	5
	Soft ware Installation 
	Average 
	Currently Using


Social Membership & Co-curricular / Leisure Activities

	Sr.
	Description of Activities 

	1
	Reading Books 

	2
	Internet Browsing

	3
	Playing Cricket

	4
	Tourism


Personal Information

	
	

	Marital Status 
:
	Married

	Religion
:

	Islam

	Language Competency 
:
	Urdu, English

	Countries Visited
:
	Dubai













