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Objectives:

I am looking for a competitive opportunity to improve my professional skills and to implement them to equip myself with sound experience of serving an esteemed organization in friendly and professional environment and to prove myself with my abilities. 
Professional Profile

Having an overall 6 years experience with 4.5 years in Accounts/HR, 1 year  in Asministration , 1 years in customer service(Billing) and only 5 months in real estate leasing. Looking out for a suitable position that will capitalize on my acquired expertise and experience. I believe that my sound experience on the above mentioned area, interpersonal skills, ability to work in teams and willingness to constantly upgrade my repertoire of knowledge, skills and to change with the times would help me in this regard.
Key Competencies

· Book keeping / Accounting Up to Finalization
· Reporting skills

· Account P/A & Account R/A

· Self-Starter and Quick Learner
· Dynamic, Highly passionate, Professional and Innovative individual 
· Ability to work under pressure
· Exceptional Verbal and Written Communication Skills
· Problem solving capabilities
· Works in a Team Environment
· Flexible on learning different tasks assigned to
· Creative
Proficient in Tally/ERP, SAP, Peachtree, QuickBooks, Microsoft Excel, Word , Powerpoint and Outlook express.
Experience:

Gravity Real Estate Brokers L.L.C Abu Dhabi Jan 2011 – July 2015
Designation: HR-Accounts Assistant Manager

· Recruiting the new employees
· Process employee visa / medical and renewal of company ID / trade license
· Training the new employees 
· To process all transactions for Gravity real estate and sister concern Company. 

· To prepare the financial statements
· To handle account receivable and payable and responsible to get over due payment from clients
· To reconcile all bank statements

· Process month wise and handle the petty cash

· Responsible for making payroll, leave management, fleet management, performance management
· To make proper record for employees documents.

· To provide support in administration tasks 

· To fix and follow up with the vendors in case of any issues

Focus Real Estate Management  Abu Dhabi  U.A.E
Apr 2010 – Aug 2010
 Designation:         Manager Marketing / Property Consultant
· To  Lease / Sales ,villas, flats and apartments
· To do the field work for analyzing market price

· To do the online marketing through property portals
· To make property listings
· To generate leads on daily basis
· To have strong business relationships with customers 

World Vision International Pakistan (US based INGO)  July 2009 to Aug 2009 

Designation:         Logistical Assistant  
· Make distribution plan on daily basis

· Arrange distribution in timely and efficient manner


·  Working on All kinds of logistical reports concerned with distributions

·  Working  online on WFP softwares for the verifications and registrations of IDPs

Forte Associates  BAAHIR 
Islamabad Pakistan 
Jan 2009 – Jan 2010

Designation:         HR/ADMIN Executive
· Recruit the new employees.
· Training for new employees
· Payroll management /Leave management / Performance Appraisal management


· Makes correspondence letters to clients and vendors and handling the issues.
· Managing the office equipments


· Preform administrative tasks and give proper support to Manager HR/Admin 
MTBC (Medical Transcription Billing Corporation)  Pakistan
Dec 2007 – Jan 2009

Designation:         Billing Executive 
Duties: 

· To perform Medical billing for offshore doctors

· To Keep informed of all changes in the rules and regulations of          


· Insurance  carriers and regularly update the Team Leader

Internships:

1. Worked  as Internee in NBP Bank Pakistan from Sep 21st 2005 to Dec 21st 2005
· Making the daily Financial report

· Maintaining the cashinflow and cashoutflow

· Recording the cashbook on daily basis

· Issuing the cheque books and token handling

Worked  as HR Internee in Shifa International Hospital Ltd Pakistan from Jan 2009 to Mar  2009
· Maintaining the record of the employees 

· Interviewing the candidates

· Processing the candidates for Test/Interviews

· Preparation offer letters / experience letter / termination letter
· Payroll/Leave Maagement
· To perform duties in all sections of the Human Resource Department

Academics:
MBA(HRM)
Federal  university of arts, sciences and technology Islamabad Pakistan


GPA    

:3.2


Year   

:2008

B.Com(IT) 


Punjab University Pakistan



Division
             :2nd

Year   

:2005   

H.S.S.C (Comp.Science)



Federal board of intermediate & secondary education Islamabad Pakistan

 

Division  
:2nd



Year

:2002

S.S.C



 Federal board of intermediate & secondary education Islamabad Pakistan

Division

:1st



 Year

:2000
 Acheivements:


Employee of the month at Gravity Real Estate

 Personal Information:

Date of Birth       
:         

Aug 05th, 1983

Nationality

: 
Pakistani

Martial Status           
:
Married
Driving License

:
Available

Languages

:
English ,Urdu and Pashto
Visa status

:
Employment (Transferable)
References:

Will furnish on request

