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BBA Honor’s Finance 2010
Hazara University Mansehra, Dodhial (Pakistan)
DBA (Diploma in Business Administration)

2006
Govt College of Management Sciences, 
Abbottabad (Pakistan)
Professional Experience
Organization: 
Bright Man Garment’s Trading co (Dubai)
Time period:
Nov, 2014 to Present 





Position: 
Accountant & Customer sales Representative
KEY RESPONSIBILITIES “Bright Man Showroom”:
· Responsible for accurate counting and balancing of cash drawers.
· Maintained all daily records for the senior management.
· Posting of all the records and preparing financial statements.
· Consistently met and exceeded set productivity targets.
· Meet performance targets in all areas such as speed, accuracy, volume,     customer satisfaction and issue resolution.
· Up sell company products and services to customers and meet sale target conversions.

· Resolve various volatile customer situations while maintaining the balance between the interest of the company and customer satisfaction.

· Successfully satisfied & persuading the customers to buy their company’s products.

· Meeting with customers or clients and discussed about new trends and fashions and conveyance them about the fulfillment of their requirements.

· Ensuring about all the products availability and customers satisfaction regarding the quality of our product and services.

Organization: 
 (Smc-Pvt) Ltd 
Time period:
Aug, 2013 to Oct, 2014 (1Year & 2Months)


Position: 
Accountant, Admin, Store officer    
Organization: 
Kestral SPD (Pvt) Ltd (Construction)
Time period:
Feb, 2011 to Aug, 2013 (2Years & 6Months)


Position: 
Accountant, store & Procurement officer     
KEY RESPONSIBILITIES SPD & Logistics”:
· Posting of JVs and Vouchers in the Company Quick Books software.
· Coordinate with organization bank related tasks and transactions such as employees  accounts opening  and maintaining .
· Maintaining the company petty cash and handling with petty cash transactions.
· Managing the Accounts Payables/Creditor and dealing with vendors and maintain each vendor record separately.
· Control and resolution of all the office and site related issues.
· Receiving quotations from different companies/vendor’s and after choosing one of them, prepare purchase order and start dealing with them.  

· Arrangement and handling of all the resources for the staff and companies belongings.
· Receives & inspects all incoming materials & reconciles with purchase orders. 

· Dealing with employee’s salary and bank related issues.
· Bank reconciliation on monthly basis.
· Maintain all the record of deliveries documents and confidential files.
· Maintain inventory & stock record’s And also stock inside the store (In & Out Register & system ) 
· Various analysis on monthly and annual basis for cost  and budget 
· Preparing and maintaining company Fixed Assets record 
· Check and verify all the items, cancelled the damaged items back to vendor’s as appropriate 
· Working on month end tasks 
· Working under time pressure with multiple projects and meeting deadlines
· To attend finance meetings and document key information and decisions as required.
· To provide induction training to new Finance trainees and demonstrate own activities
· Maintain the warehouse, clean all the area & items arranged orderly manner
AWARD/ TRAINING
· National Bank of Pakistan:
Three month worked as an internee.
· Zahid Jamil & Co Chartered Accountancy Firm:

Three month worked as a Trainee Auditor.
SKILLS
· Interpersonal communication skills.
· Good decision maker.
· Ability to work in team.
· Working knowledge of Tally & SAP software.
· Computer Skills (M.S Office (M.S Excel, Word, Power point, Outlook).
EXTRA CIRRICULAR ACTIVITIES

· Playing Cricket, Badminton, Football.
·  Reading Newspaper.
REFERENCES
Will providing on demand.















Cell No:


Date of Birth:





Visa Status


Transferable/ Employment Visa





Diploma/ Cerficates


Diploma in Information Technology (DIT)


Peachtree & Quick book pro


Speaking English Course
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