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I. CAREER OBJECTIVES


i. To obtain a position in a result oriented organization/institution that seeks an ambitious and career conscious person, where acquired skills and education will be utilized towards continued growth and advancement.

ii. To be a part of team which seeks both excellence and strong desire to succeed in achieving the goals of the organization/institution

iii. To be a part of well reputed and well organized institution that affords its team members a competitive work environment along with a definite and promising career path.

II. PERSONAL INFORMATION


Date of Birth:

February 24, 1980.  
Marital Status:

Single
Religion:

Islam 

Nationality:

Pakistani
III. SUMMARY OF QUALIFICATION


	DEGREE
	YEAR OF PASSING
	DIVISION
	NAME OF THE INSTITUTION

	Bachelor of Commerce
	2000
	2nd
	University of Punjab.


	Diploma in Commerce
	1998
	2nd 
	Board of Intermediate & Secondary Education, Lahore. 

	
	
	
	


IV. PERSONAL SKILLS


· Good Communication Skills.

· Experience of Team work

· Time Punctual.

· Quick learner,

· Self - motivated,

· Ambitious and Energetic,

· Good interpersonal communication,

· Team leader & Team player,

· Flexible in all working conditions,

· Ability to work for long hours,

·  Ability to work in multicultural environment.
V. COMPUTER KNOWLEDGE


Proficient in Ms-Word, Ms- Excel Ms Power Point, Computer Typing,

Internet Browsing and E-mail etc.

VI.     PROFESSIONAL EXPERIENCE


	COMPANY NAME
	YEARS OF EXPERIENCE
	PROFESSIONAL SKILLS

	    B.A TRADERS
LAHORE,PAKISTAN

From
        October 2009 
                   TO  
        November 2014 
                As

  “ACCOUNTANT”     


	05 Years
	· I am doing Imprest Cash book, Imprest Reconciliation, Bank Statement, General Sales Tax Statement and Income Tax Statement
·  I ensure with the assistance of Chief Accountant that Rules & Regulations, Standards and directions of Accounts procedure are being properly followed by the Company.
· Procurements and Sales are also handled by Accounts Department.
·  Provide administrative Support to the
 Organization.
·   Maintain Register of Clients and Dealers                        
   And bank.

	Al-Yusuf Group UAE.

From

March 2008

TO

May 2009                 
AS

“Sales Executive”

   Agha Traders
Lahore, Pakistan

From                       
June 2001
TO
July 2006
AS
“ OFFICER”


	2 Years
      5 Years
	· Responding Clients Enquires.

· Deal with Daily Transactions related to cash and bank and ensure that reconciliations are completed on daily basis.
· Good Communication to deal Clients to achieve Sale achievement goal. I got award be the No.1 Achiever for LG in 2008.  

· Prepare all Initial Underwriting Documents which are necessary to build the relationship with client and company like Cover Notes & Policies.

· Responding to Internal & External Enquires related to Claims & Payments.

· Deals with Cash & Bank transactions.

· Preparation of Monthly Bank Statement, Client Statement, Business Statement, Claim Statement.

· Reconciliation of Statement with Head Office and Other Related Parties

· Provide administrative Support to organization.
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