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Visa Status: On visit visa
	Career
	Seeking a challenging career with a progressive organization which utilize my skills,

	Objectives
	abilities and education and to capitalize my abilities in the fields of accounts, finance,

	
	management and administration, hence to grow with organization.

	Experience
	Mahmood group of Companies
	Jul-2014 to Oct-2015

	
	Accounts/Finance Assistant
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Posting of general entries in Oracle ERP (A-R Module) & generation of reports (Debtors of local as well as export for payment confirmation & follow-up) 
· Bank reconciliation & maintain record of negotiated docs till its maturity 
· Receive and verify commission debit notes for payment (if already matured) 
· Verify that transactions comply with financial policies and procedures 
· Data entry of invoices for payment 
· Maintain a filing system for related financial documents 
Product Costing 
Bunyad Literacy Community Council
Aug-2009 to Jun-2014
Accounts Officer & Administrator

· Utilize allocated budgets efficiently in running projects for the rehabilitation or improvement of community 
· Supervision of field staff 
· Report their financial plus social work to higher authorities on monthly basis 
· Maintaining & Preparing Books of Accounts 
· Bank Reconciliation 
· Prepare financial accounts and report to them on quarterly basis. 
· Credit & Risk Analysis (for Microfinance Clients/Project) 
· Disbursement of Microfinance loans 
	
	Ahmed Fine Textile Mill
	2 Months

	
	Internee
	

	
	Assist in Tax filing (return & refund)
	

	
	Reconcile debtor’s accounts
	

	
	Spend time in marketing department to know the complete process from ordering to

	
	delivery of goods and receipt of payments.
	

	Academic
	2010-2014
	

	Qualifications
	M. Phil/ MBA with Specialization in Banking & Finance.
	

	
	1st Division (with CGPA 3.22)
	

	
	(Alfalah Institute of Banking & Finance) B.Z.U., Multan
	

	
	2008-2010
	

	
	B.B.A
	

	
	1st Division (with CGPA 2.87).
	

	
	Virtual University of Pakistan, Multan.
	

	
	2005-2007
	

	
	I.C. S.
	

	
	1st Division (with 71% marks).
	

	
	2003-2005
	

	
	Matriculation specializing in Science
	

	
	1st Division (with 65% marks).
	



	Trainings
	Essential Skills for Microfinance.

	
	Conducted by ICEB (26th to 28th of Nov-2011)

	
	3 days training on identification of potential clients for microfinance and quantitative &

	
	qualitative techniques to measure credit worth for a microfinance applications for

	
	approval.
	

	
	INEE Minimum Standard.
	

	
	Conducted by UNICEF (16th & 17th of Dec-2011)

	
	2 days training on standard child rights towards govt if parents are unable to fulfill.

	
	Social Media for NGOs.
	

	
	Conducted by The NGO World (28th & 29th Nov-2012)

	
	Training to highlight the importance of social media for your organization promotion

	
	with minimum cost and its impact on your organization.

	Achievements
	Received “best performer district” award for having minimum PAR with Maximum

	
	Portfolio (year 2011~ 2012 & 2012~2013 in Multan Pakistan)

	
	3rd topper during MBA program for first 4 semesters (while I was on my job too)

	Skills
	Professional
	Information Technology

	
	Leadership skills
	Oracle OM Module (R-12.1)

	
	Budgetary control
	Generix MIS

	
	Technical support
	Data check (For ECIBs)

	
	Information gathering
	MS Office

	
	
	(Word/Excel/PowerPoint/Outlook).

	
	
	Typing speed 50 words/min

	Personal
	Marital Status
	Single

	
	Nationality
	Pakistani

	
	Visa Status
	on Visit Visa


