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CAREER OBJECTIVES:
To enhance my skills through passionate, challenging, career oriented and motivational tasks by working in a dynamic organization offering opportunities and growth in pursuit of financial compensations.
QUALIFICATIONS:
	
	MBA (Finance) with 3+ CGPA from NUML Islamabad in 2011.

	
	B.Com from the University of Punjab in 2008.

	
	Intermediate Computer Sciences in 2005.


WORK EXPERIENCE:
	NAME OF THE COMPANY
	POSITION
	
	DURATION
	

	
	
	
	
	
	

	KKN GROUP, Dubai, UAE
	
	
	
	
	

	NATURAL GARDEN CONTRACTING LLC
	ACCOUNTANT
	
	Working since 12th Feb 2014 to present
	

	
	GENERAL
	
	
	

	KONTOR PROPERTIES
	
	
	
	
	

	
	
	
	
	
	

	KONTOR FACILITIES MANAGEMENT
	
	
	
	
	

	
	
	
	
	
	

	Sindh Bank Limited, Pakistan
	CUSTOMER SERVICE
	
	2nd January, 2013 to 22nd  January, 2014
	

	
	REPRESENTATIVE
	
	
	
	

	
	
	
	
	
	

	United Bank Limited , Pakistan
	CUSTOMER SERVICE
	
	1st November, 2011 To 30th August, 2012.
	

	
	REPRESENTATIVE
	
	
	
	

	
	
	
	
	
	

	TOTAL Experience
	
	
	3 Years 5 Months
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	JOB RESPONSIBILITIES:
	(Customer Service Representatives)
	



· Responsible for customer accounts opening process. 
· Advertising Bank products to existent and new customers. 
· Monitoring customers’ accounts. 
· Assist Processing of Inward & Outward Clearing. 
· Issuance / Cancellation of Pay Orders & Demand Drafts. 
· Processing Local & Online Transfer. 
· Reconcile settlement and clearing accounts. 
JOB RESPONSIBILITIES:
(General Accountant)
· Experienced in preparing monthly financial statements like Trial Balance, Profit & Loss a/c, Balance Sheet, Cash Flow statement. 
· Experienced in Accounts Payable and Accounts Receivable. 
· Experienced in Monthly Closing Process. 
· Experienced in Management of Site Office and Head Office Petty Cash Account. 
· Expertise in preparing of weekly Bank, Cash positions and Cash Budget statement 
· Expertise in adjustment of monthly prepayments 
· Experienced in preparation of monthly Bank Reconciliation statement 
· Experienced in controlling Debtors & Creditors and preparation of debtors & Creditors Outstanding list and reporting to Management 
· Diplomatic and Excellent in Public Relation and Office Administration. 
SKILLS:
· Can perform duties with minimum supervision. 
· Ability to perform in under pressure. 
· Always looking for new improved ways to perform task 
· Quick learner, highly motivated, flexible 
· Loyal, punctual hard worker 
· Good time management skills while multitasking. 
COMPUTER SKILLS:
· I am extra ordinary in Computer skills like MS-Excel, E-mail, Internet, Accounting Packages Focus, Peachtree, Tally etc. 
PERSONAL PROFILE:
	Date of birth
	:
	
	11th Feb, 1985

	Nationality
	:
	
	Pakistani

	Sex
	:
	
	Male

	Marital Status
	:
	
	Single

	Languages Known
	:
	
	English, Urdu

	
	
	

	
	
	
	

	Visa status
	:
	
	On Employment Visa


