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Visa Status:
 Tourist Visa 
Career Objective:
                                      Being conceptually strong graduate in “Economics and Finance” I want to obtain a growth able job in a well reputed organization to build and polish my skills to meet the competitive industry needs through a result oriented approach. Looking forward to associate myself with an organization where there is an opportunity to share, contribute and upgrade my knowledge of Accounting, Finance, Banking and Economics for development of self and the organization.
Professional Experience:
1. Worked as Administration & Operation Officer in “Ahmad and Co (Pvt) Ltd, Pakistan (March 2013 to May 2015)
Major responsibilities were as under. 
· Receive the invoices and manage the payments for office supplies and equipments.

· Receiving and sending electronic communication to customers and supplier.

· Bank reconciliation (cash and check deposits, managing deposit slips, bank statements and letters).

· Management of Petty cash and their corresponding expenditures with the supporting bills.

· Prepares reports, presentations, proposals and correspondence. 

· Review and answers correspondence (meetings / letters / emails) with individual clients about their queries, also meeting with clients and vendors.

· Provides work direction to clerical and, directly or through supervisors or lead workers.

· Maintain petty cash record, cash sheets, salaries and others expenses.

· Maintain client’s data up to date also maintain expenses record.

· Maintenance of office equipment, purchasing material, receiving invoices, issuing cheques to suppliers.

· Prepare monthly expenses sheet for management.

· Conduct test interview for new posts, short listing of right candidate, make approval from management for appropriate schedule.
2. Worked as Assistant Manager Administration in “Shah Industrial Services (Pvt) Ltd. (April 2009 to March 2013.
· Managing collection activities such as raising invoices & quotations, Purchase order, tenders, follow-up and negotiating past due accounts 

· Prepare Cash Sheets & Manage Daily Expenses and maintaining of accurate record.

· Implementing reporting and analysis programs 

· Developing and implementing collection procedures and disciplines.

· Carries out travel arrangements including lodging and boarding of staff. 

· Checks security arrangements of office premises and ensures safety of office and staff.

· Responsible for the implementation and ongoing maintenance of all office policies and procedures.

· Email, letter and fax to national and international vendors / clients.

· Interaction with all International Suppliers in regard with firms needs orders placement and follow-up till receiving of goods.
· Management of Account Receivable, their timely recovery from customers, Weekly follow-up on low credit rating customers till Recovery.
Professional Accomplishment:
· IELTS (International English Language Testing System), 2009
· Accounting Technician Training Program 2008
Under this training program, we relearned the latest GAAP and then later on understood the application of these principles. And then later on, studied the application of two accounting software which are most commonly used in most of the accounts department (Peachtree and Quick Books). On these two software’s, I studied the complete book keeping accounting cycle from the recording of the transaction to the financial statement.

· Certificate of Participation on conference of Islamic banking and Finance. Islamabad 2008 (Organized by the Finance Society Graduate School Of Management)
· Participation in 3rd International Conference & Exhibition on Islamic banking and Takaful. Islamabad 2009.

· Participation in 25th Annual General meeting and Conference of the Pakistan society of Development economists, Islamabad.
· Participation in 3rd Intellectual property originations –Pakistan.
· Participation in social research workshop on “EXPERIMENTAL METHOD IN SOCIAL RESEARCH” held from June 15, 2010 to June 21, 2010.

· A distinguish lecture by the Professor of Simon Frost University, Canada on “Food crises in Pakistan” organized by the students of “International Institute of Islamic Economics, International Islamic University, Islamabad, Pakistan (December 2009). 

· A lecture Dr. Wasim Ullah, Head of Accounting and Finance (FMS), IIUI, organized by the 

· Students of “Islamic Banking and Finance, International Institute of Islamic Economics, International Islamic University, Islamabad Pakistan (2009).

· An online lecture by Dr. Umer Chapra on the topic of Global Financial Crises and their solution in Islamic Economics (2010).
Computer Skills:
· Good understanding of MS-office. i.e word, Excel, Power point, Outlook 
· Good grip on Microsoft One Note
· Quick book (Accounting Software).

· Peach Tree (Accounting Software).

· E-Views & OX Metrics (Econometric Software’s)
· Excel Applications and Portfolio Management.

· Typing skills, Average 30 WPM 
· Internet Operation.

· Computer Assembling & Networking.

Personal Value:
· Self-motivated and hard working.

· Patent and positive attitude.

· Strong interpersonal communication.

· Excellent team work skills.

· Analytical, interpersonal skills.
· Capable of doing well versed presentations.

· Capable to work under aggressive project time-lines.

· Ability to meet deadlines.

· Strong leadership qualities.
  Qualification & University/Board                                           
  1. MASTER 2007-2009            
       MSc. ECONOMICS & FINANCE                                                                                      
       International Islamic University, Islamabad, Pakistan
                                      
                                   
  2. BACHELOR 2004-06
       Bachelor of Science
  




                                   
       Punjab University, Lahore. Pakistan
  3. INTERMEDIATE / HSSC 2002-04
       Board of Intermediate & Secondary Education Rawalpindi.
  4. Matriculation / SSC 2001



                              
           Board of Intermediate & Secondary Education Rawalpindi
PERSONAL INFORMATION: 
Date of Birth:



04 Aug, 1985
Nationality:



Pakistani
Languages:



English, Urdu & Arabic (Basic)
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