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Summary
Currently looking for better opportunities related to Accounting and Finance or Customer Services Management

I have 5 years of experience; my core objective is to engage myself with an organization where I effectively use my skills and expertise for the growth of the organization and for my career growth. I will surely justify my selection.
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Education          (Degrees are attested from UAE Embassy)
Master of Business Administration (MBA), Finance, 2013
Iqra University, Pakistan
Experience

Accounting and Finance Executive - HM Enterprises

January 2013 to January 2014

· Proficiency in Tally ERP 9 and MS Office

· Maintain Accounts Payable and Receivable and their follow-ups

· Prepare Financial Reports for the Management
· Financial Analysis and make Financial Models to control the cost and further improve the strategy and decision making
· Petty cash management and its recording

· Manage inventory
· Provide support for Financial Statement, Balance Sheet and Cash Management
· Provide support to the manager for budget making
· Provide support for the making of Bank Reconciliation Statement

· Preparation of invoices and double check them if they are correct

· I used to perform administrative responsibilities of the office when required
Financial Adviser/Relationship Officer (Customer Services Unit) - Habib Bank Ltd
March 2014 to January 2015
· Present best financial solutions to clients as per their financial needs

· Handle day to day queries of the clients

· Give necessary guidance about the products and services of the Bank

· Provide support and maintain healthy relationship with clients
· Coordinate with other departments for smooth business operations
Support Supervisor at Telenor - IBEX Global - TRG
November 2010 - April 2011
· Prime task was to manage newly hired employees in the customer relationship department
· Give continuous feed backs to new employees related to their red areas

· Coordinate with employees regarding their day to day matters

· Responsible for making daily performance reports

· Responsible for analyzing Key Performance Indicators to identify the risk and present a solution to the management

· Coordinate with all the departments for smooth business operations
· Quality Assurance

· While working as a Support Supervisor did tasks related to Quality Assurance to maintain good service level as per the requirements of the clients

· Used to listen to the recorded calls and communications with the customers

· Identify the risk factor and red areas of the employees
· Give timely feed backs to the employees to improve their performances
Customer Relations Officer at Telenor - IBEX Global - TRG
September 2007 – October 2010
· Handle inbound calls from customers and provide necessary support

· Complaint handling and follow up with the relevant departments for timely resolution

· Guidance about the products and services

· Coordinate with all the departments where necessary
· Give necessary feed backs to clients against the firsthand knowledge from the customers to further improve their products and services

Certifications

Internship at State Bank of Pakistan
July 2012 - August 2012 (2 months)
• Learned making of Financial Statements and Budget • Learned about Financial Analysis and Financial Reporting • Learned about the core functions of the Finance Department • Completed the project on functions of Finance Department • Given presentation to our assigned department
“Up Lifting Service”
Training conducted by Mr. Ron Kaufman at Habib Bank Ltd’s Head Office in November 2014
“How to Handle Irate Customers”
Attended training conducted by Training and Development Department of TRG in March 2009

“Lets Bring the Smile Back in Our Services”
Attended workshop held by Telenor Pakistan in April 2008

Skills & Expertise

Microsoft Office, Tally ERP, Financial Modeling, Team Management, Time Management, Business Analysis, Team Leadership, Quality Assurance
Languages

	Urdu, Hindi
	

	English
	

	
	


Personal Details

Date of Birth: 9th July 1987

Marital Status: Single

Nationality: Pakistani

Religion: Islam

Father’s Name: Abdul Ghaffar
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