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	MBA qualified in Finance with 6.5 years of progressive experience within diversified industries at different levels. Demonstrated expertise in Accounting, HR, customer satisfaction, complains, billings, administration and Supervision. Strategic thinker with outstanding ability to ensure efficient and smooth process of operations through effective control, management and liaison with customers & parties. Proactive and well organized team player with high degree of attention and strong commitment to work plus excellent communication, negotiation, organizational, problem solving and time management skills. Seeks a more challenging work profile to utilize gained experience and management skills. 
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	QUALIFICATION 

	

	Masters of Business Administration in Finance (M.B.A Finance)
Sarhad University of Science & Technology, Pakistan.
	 2012

	Bachelor of Commerce (B. Com)
University of Punjab, Pakistan.
	2008

	Intermediate in Commerce (I. Com)
Federal Board of Intermediate & Secondary Education, Pakistan.
	2006

	SSC in Science
Federal Board of Intermediate & Secondary Education, Pakistan.
	2004



	
	CAREER SNAPSHOT

	

	Accountant-  Saudi Arabia     

	     April 2013 to Present
       

	Accountant/Asst Manager/Secretary-   Beaconhouse School System Islamabad, Pakistan

Beaconhouse School System is one of the largest Private Education  Network in the world   
	       Aug 2010-April 2013

	Assistant Manager-  Zoma Private Limited Company Islamabad, Pakistan 

Zoma Private is the Construction Company of Pakistan
	 Jan 2009– Aug 2010

	Accountant- AAA Private limited Islamabad, Pakistan.
Chilling company and Distributor of Daikin Chillers.
	       Oct 2008- Jan 2009



	
	PROVEN JOB ROLE

	· Accountant
          April 2013 – April 2015 (2 years)
· Preparation of Daily PO Report.
· Preparation of Daily DSD Report.
· Preparation of Daily RTV Report.
· Preparation of Daily Production Report.
· Preparation of Internal Processing Report of Meat & Bakery Section.
· Price Adjustments.
· Quantity Adjustments.
· Checking the Invoices according to the PO.
· Dealing with the Vendors.

· Working on the JDA Software.
· Overall Control of Branch Inventory.

	· Accountant / Asst Manager / Secretary
 Beaconhouse School System (Pakistan)
August 2010 – April 2013 (2 Years 9 Months)


	· Preparation of Monthly Imprest (Monthly expense of the Branch)
· Preparation of Monthly Salary of Staff.
· Preparation of Bailout Budget Plan.
· Preparation of Journal, Ledger & Trial Balance.
· Preparation of Projection Report.
· Conducting the Internal & External Audit.
· Planning the Revenue of the Branch 

· Deduction of WHT from Vendor and Submission of Tax in the Government Treasury.
· Cash Dealings. 

· Bank Dealings.
· Preparation of Employee Files.
· Preparation of Student Files.
· Dealing with the Parent for the admission.
· Planning and Maintaining CAPEX (Annual Requirement of Branch Fixed Asset).
· Preparation of final settlement claim of employee.
· Working on the attendance sheet.

· Organizing the functions.
· Managing the HR of the Branch.
· Reporting with the regional office.
· Handling the overall asset of Branch.
· Handling administrative matters of the Branch.
· Helping to the staff on the IT matters of branch (Specially on the Beams Software)


	· Assistant Manager 

Zoma Private Limited (Pakistan)
January 2010 – August 2011 (1 Years 8 Months)


	· Bank Dealings.
· Preparation of Business Letters.
· Handling Administrative Matters.
· Preparation of Prequalification Documents.
· Preparation of Capability Documents.
· Preparation of B.O.Q

	· Accountant 

          AAA private Limited (Pakistan)
          October 2008 – January 2009 (3 Months)


	· Bank Dealings.
· Cash Dealings.
· Preparation of Salary for Staff.
· Preparation of Bank Reconciliation Statement.
· Preparation of Day Book.
· Preparation of Daily Sheet.
· Preparation of Monthly Sheet.
· Preparation of Vouchers.
· Preparation of Accounts Letter.
· Maintaining of Posting Register.
· Stock Taking.


	· Two Weeks of Experience in “Askari Bank” As an Internee

	· Two Weeks of Experience in Call Centre as CSR


	
	IT SKILLS

	· Highly conversant in ERP, JDA software. 

· Proficient in MS Office Suite, Email, Power Point Outlook, Internet & Web Browsing applications.
· Advance diploma in computer science.



	
	PERSONAL DETAILS

	Nationality


	:
	Pakistani


	Date of Birth
	:
	24th of October 1988

	Marital Status
	:
	Single

	Visa Status
	:
	Visit VISA 

	Languages
	:
	English, Arabic, Urdu & Punjabi. 
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Strengths





6.5 years proven related experience. 


Accounting, Budgeting, HR, Customer Satisfaction & Problem Solvers. 


Business Development & Strategic Planning. 


Knowledge of Retailing, Construction, Education. 


Adaptable to challenging business. Scenarios.


Goal oriented – Reliable – Dynamic.














