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IRFAN AMIN

Availability: Currently in Dubai UAE on visit visa valid till 08 FEB. 2014

Present Salary: 30,000 PKR

Expected Salary: 4,500 to 5,500 AED
OBJECTIVE:
To join future-oriented organization where I can induce my potential, vibrant and prolific capabilities, where hard work and dedication is rewarded with professional advancements and growth opportunities.

PERSONAL DATA:
· Date of birth
:
4thJune’1987
· Gender

:
Male

· Material Status 
:
Single

· National                  :            Pakistan
· Permanent Address:          Circular Road Sialkot-Pakistan
EMPLOYMENT HISTORY:
Leading Company
Sialkot, Pakistan.
Assistant Manager Purchase: - 08/2010 – 10/2013
· Prepare purchase orders and send copies to suppliers and to departments originating requests.

· Determine if inventory quantities are sufficient for needs, ordering more materials when necessary.

· Respond to customer and supplier inquiries about order status, changes, or cancellations.

· Contact suppliers in order to schedule or expedite deliveries and to resolve shortages, missed or late deliveries and other problems.

· Review requisition orders in order to verify accuracy, terminology, and specifications.

· Prepare, maintain and review purchasing files, reports and price lists.

· Compare prices, specifications and delivery dates in order to determine the best bid among potential suppliers.

· Track the status of requisitions, contracts and orders.

· Calculate cost of orders and charge or forward invoices to appropriate accounts.

National Bank of Pakistan

Sialkot, Pakistan.

Internee:  – 01/2011 – 02/2011

· 6 weeks Successful Internship.
First American Corp. Pvt. Ltd

 Sialkot, Pakistan.
Assistant Manager Finance: - 06/2009 – 06/2010
· Prepare, examine, and analyze accounting records, financial statements, and other 

financial reports,  etc and conformance to reporting and 

procedural standards reporting and other tax requirements 

· Develop, implement, modify, and document record keeping and accounting systems 

· Handle day to day functioning of the Accounts and finance functions
·  Prepare and submit monthly ledgers to the Finance Coordinator
•Prepare monthly cash counts
•Financial management, including management of cash flow 
•Request for money transfer when needed
· Reporting:
•Collect and file all progress reports from the operations/ field staff.
•Assist the Project Manager in preparing financial reports
•Submit progress and status reports to the Project Manager.
STRENGTH AND SKILLS:
· Pleasant Personality

· Highly self-discipline and self confidence

· Good communication Skill

· Positive rewarding relation ship

· Calm, Patience and diplomatic with organizing skills

· Deal with people of all sorts of backgrounds. 

· Creativity
HOW CAN BE BENEFICIAL FOR AN ORGANIZATION
I can be beneficial for the organization by applying 3M’s in its true essence.

· Motivating colleagues and sub-ordinates for conductive environment of Working.

· Monitoring at all levels to achieve desired results.

· Meeting deadlines through proper teamwork.
        To prove my worth for the organization, I only desire Independence in my work properly delegated authorities.

                                          I believe in “First Deserve then Desire”

EDUCATIONAL BACKGROUND:
	Discipline
	University / Board
	Year

	MBA (Finance)
	Allama Iqbal Open University Islamabad, Pakistan
	2013

	B.com 
	Punjab University, Pakistan
	2008

	F.S.C
	Federal Board of Inter. & Sec. Education Islamabad, Pakistan
	2006

	Matriculation
	Board of Inter. & Sec. Education Gujranwala, Pakistan
	2004


COMPUTER SKILLS:
· Operating Systems: 
Windows XP, Windows NT, Windows ME, Windows 2000, Mac 0SX, Mac OS 8.6, Mac OS9
· Software / Applications:
Microsoft Office XP, Microsoft Office 2000, Microsoft Office 1997, MS Word, MS Excel, MS Site Server, Internet Explorer, Outlook, Outlook Express, PowerPoint, Adobe Photoshop, Email, Oracle Software, AutoCAD 2D & 3D.
LANGUAGE SKILLS:
· English, Urdu& Punjabi.
REFRENCE
Will be furnished upon request.
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