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Objective 
Obtaining an executive position matching my qualification,  skills and Experience
	Experience
	From April 2010 –April  2013                   NALEXCO, Dubai, UAE
Credit Controller (Accountant General)



	
	

	
	Review the company credit control procedure and develop and implement enhancements where required.


To manage the outstanding sales balances falling due and contact customers before the balances become overdue to confirm payments.

 Set and monitor credit limits 
.
 Assist in developing and implementing a Direct Debit payment system.

 Where required initiate proceedings to ensure outstanding debts are bought to a satisfactory conclusion.

To keep the company up to date with new credit 

management procedures and techniques
 Handle the ledger account of the organization,
 Maintain a record of all the customer transactions, keying in the details about customer and the amount of transaction he has made..

To ensure that the given target is achieved by him/ her.

 To promote customer goodwill.

 Handle the customer queries; he/ she is required to clarify all the doubts of the customer.

 Resolve the issues of the customers by studying their case properly.

Work as per the guidelines set by the company.

 Worked under the supervision of the credit control manager and following his instructions while performing various credit control tasks.

Looking for scope of improvement in the present credit control processes and suggests changes to the senior officials.
 Study the customer’s past record and set his credit limit accordingly.
 Monitor the customer’s credit limit.
From Jan 2009 –May 2009               Preston University,Kohat  Pakistan

Visiting Faculty Member

Delivering lectures, workshops and other work forms according to schedule.

Coaching and aiding individual BBA students within the learning process.

Preparation of  lessons and of  lesson materials.

From October  2008 – Dec 2008             Al Tajir Real Estate Dubai, UAE

Sales Coordinator

Maintaining a healthy relationship with existing customers while opening up fresh customers. 

Providing sales and administrative support involving efficient handling of top and confidential agreements. 

Supporting the sales team in attaining sales targets. 

Communicating with regional sales team for status of order and position of sales. 

Providing inputs and ideas into marketing enterprises and subsequently promote them and monitor responses. 

Preparing monthly, weekly or daily sales analysis. 

Preparing proposals, agreements, sales reports, and presentations. 

Updating the status of sales order in the database or computer. 

Collecting, analyzing, evaluating and accounting the information in order to increase productivity of sales. 

Monitoring the trends and evaluating the performance assessed against monthly sales goals. 

Maintaining an efficient work environment. 

Promoting the facilities of the organization to fresh and existing customers through a proactive approach. 
From Mar  2006 –Jun 2008               Peston University,Kohat  Pakistan

Visiting Faculty Member
Delivering lectures, workshops and other work forms according to schedule.

Coaching and aiding individual BBA students within the learning process.

Preparation of  lessons and of  lesson materials.

Evaluating students.

Performing presentations

Attending meetings regarding the study process.

Being involved in other University activities.

Being involved in exams as invigilator/corrector.

Contributing to the overall quality of the educational process in general.

Assigned by Team Leader to manage specific projects. 

Thesis supervision.
Any other task given at the discretion of the Management
From Mar 2002 –August 2004                  Habib Bank Ltd Sargodha, Pakistan

Accounts Assistant

Compilation and preparation of periodic financial reports which include monthly, quarterly and annual repor

Ensuring that all the financial records and transactions are as per company’s regulations and laws.


Resolving accounting errors, differences, discrepancies in the financial reports.
Monitoring, supporting and working on tax payments and issues.
Developing and maintaining financial databases.

Responsible for preparation of financial audit, and for coordinating the auditing process.

Bookkeeping and maintaining all other important financial records & reports.

Ensuring that all the financial reports and records are developed within stipulated deadlines.

Analysing the financial status of organization, and market trends, to provide financial suggestions and recommendations to the organization.

Supporting and executing budget and financial forecast activities.


	

	
	

	Skills

Qualification
	MS Office, Tally ERP, Outlook 

 Masters in Business Administration

2005 – 2006            Institute of Management Sciences University of Peshawar, Pakistan 

Masters in Public Administration

1998 – 2000           Institute of Management Studies University of Peshawar, Pakistan 

	Personal Details
	Date of Birth – 11 June 1972

Gender – Female

Marital Status – Single

Nationality – Pakistani




             UAE Driver License
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