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Seeking a challenging career position where unique blend of BUSINESS DEVELOPMENT, CUSTOMER SERVICE and MANAGEMENT TALENTS can be effectively utilised by a company offering a long –term opportunities for professional growth in recognition, drive and superior performance. To become a successful professional by becoming permanent part of a financial institution that provides highly competitive learning environment. Determined to prove my worth for the institution by meeting all the given responsibilities and tasks timely and effectively.

An innovative and highly motivated individual. Calm under pressure with the proven ability to be reliable in a crisis. I am a versatile, quick-thinking individual and am looking for a challenging position where these characteristics and achievements could be used to maximum effect. Also driven to achieve outstanding performance and strive to be the best in what I do.

Reputed Firm
Accountant 
From June, 2013 to date
Role and Responsibilities:
1. Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.

2. Prepare and review, expense invoices, and other accounting documents.

3. Analyze revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control.

4. Explain billing invoices and accounting policies to staff, vendors and clients.

5. Supervise the input and handling of financial data and reports for the company's automated financial systems.

6. 00Interact with internal and external auditors in completing audits.

7. Other duties as assigned
Dawood Family Takaful Ltd
insurance and Financial Services consultant 
From Dec, 2012 to June, 2013
Role and Responsibilities:
Develop and implement sales plan and manage all phases of the sales cycle from prospecting to close and follow-up support. Represent a full line of insurance and financial products, serving as trusted advisor to businesses and individuals.

Achievements:
· Declared best Sale person among fifteen sales Consultant  for sales promotion in DFTL Ltd 
· Awarded letter of appreciation along with cash prize
Unique Visual System
Trading Company 
assistant manager
From 1st March, 2011 to Dec, 2012
Role and Responsibilities:
1. Compiled and prepared reports and documents pertaining to personnel activities

2. Trained cashiers and customer service representatives in dealing with customer satisfaction and register transactions
3. Recorded data for each employee, including such information as absences, amount of sales and production
4. Successfully handled customer and employee complaints before reaching upper management
m d public secondary schools
administrator
From 9th Feb 2009 to 24 Feb, 2011 
Role and Responsibilities:
1. Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new students.

2. Handling the students and Teachers affairs
3. Managing of all Programs functions in the Institution

4. Dealing with students’ parents and visitors

	S.No
	Degree
	Institution Name

	1
	MBA

Finance & Management (2012)
	Federal Urdu University  Gulshan-e-Iqbal Campus Karachi Pakistan 

	2
	Graduation (2009)
	University of Karachi, Karachi Pakistan

	3
	Intermediate (2005)
	Intermediate Board of Secondary Education Karachi 

	4
	HSSC (2003)
	Board of Secondary Education Karachi

	5
	Fazil Arabic  (2006)
	Board of Secondary Education Karachi



· Professional Accountancy (Manual & Computerized with Peach Tree)

·   Computer Diploma (Graphics & Web Designing).

· Supporting

· Well-developed & effective communication skills

· Positive attitude at all times

· Team Building
·  Always looking to improve own performance

· Open to feedback

· Excellent punctuality

· Clients Relations Management

· Extensive Knowledge in:


Date of Birth:

10/04/1984
Nationality:

Pakistani 

Marital Status:   
Single


Available on request

objectives





EXECUTIVE PROFILE





Employment History





Education & Training





Professional Courses: 








Key Skills & core competencies








Microsoft Excel 


PC Operating systems – DOS and Windows





Microsoft Word 


Microsoft PowerPoint  


Microsoft Access 
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