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Personal Details

Nationality:
Pakistani                             Marital Status:     
 Single
Visa Status:
Visit visaLocation:

 Dubai – United Arab Emirates

Languages:
English, Urdu                      
EXPERINCE

Working experience in the field of Business Management, Banking Sales& Finance. During this period I worked to handle the challenging tasks and responsibilities that need the skills and knowledge to understand the power of experience, management and job satisfaction.
Professional Work Experience
Telecom
1 July 2012 to 30 June 2014

Department:
                                                                                                    Accounts Payable Department
 

Job Title:







Senior Executive
                                                  
· Reconcile processed work via verifying entries and comparing system reports to balances. 
· Charging expenses to accounts and cost centres by analysing invoice expense reports; recording entries.
· Pay employees by receiving and verifying expense reports and requests for advance; preparing cheques.
· Dispersing petty cash by recording entries; verifying documentation.

· Reporting sales tax by calculating requirements on paid invoices.

· Protect organization values by keeping information confidential. 
Skills Profile

Communication

· Presentation skills – gained through participation in course seminars and presentation of a project  during employment.

· Writing skills  - developed to a high degree through the rigors of university assignments

Teamwork

· All my various working environments have been based in team settings, where collaboration and co-ordination , along with planning, effective communication and commitment to team goals, have been essential

· Co-operative project work during my academic career required tact, assertiveness and a sense of humor to achieve  a successful outcome
Business Awareness and Problem-Solving
The combination of studying business at university and work experience in a variety of commercial environments have given me a clear perspective on the operation of the market and the demands and pressures business face
Additional Skills
· Strong analytical and data management skills

· Quick learner and high level of adoption to new systems

· Entrepreneurial drive, strong work ethics and practitioner of the team player approach

· Ability to tackle customers for the desired product

· Ability to handle multiple jobs at same time

· Ability to plan, organize, and reliably complete projects with minimal or no supervision.

· Word processing – experience in producing reports and correspondence to a professional standard using Word software

· Used Excel and Access as part of degree, competent in using the web particularly in research

· Strong analytical, interpersonal & communication skills.

· Written and verbal proficiency in English & Urdu.

· Working knowledge of Tally
Qualification

National College of Business Administration and Economics
            (Pakistan)
      MBA- Banking &Finance (2010-2013)
punjab university lahore

(Pakistan)
BSc-Statistic & Economics (2007-2009)

.
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