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	CV No: 174942
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686


	Accounts & Finance professional Fastidious with Keen-eye for Details Analytical -Problem Solving Skills Adhere to Set Policies & Standards Adaptive to Enterprising  Scenarios Performance-driven Team Player

High Value of Commitment
OCT 2012 – Till date
JAN  2012 – June 2012
Jan 2011 – Jan 2012
Accounts & Finance

Cont’d…
Sales Consultant

Operations Trainee

Cont’d…

Field Supervisor

Personal Details


	Executive Profile: 

Accounts & Finance Professional with almost 2 years intensive work experience within diversified industries in Pakistan. Backed with sound knowledge in handling wide range of accounting operations including but not limited to AR/AP, P/L, reconciliation, bank transactions, cash management, journal, ledger, maintenance of book of accounts, voucher, invoices, income sheet, balance sheet and financial statement preparation Capable to carry out multiple tasks simultaneously, meet tight deadlines, maintain strict confidentiality of company records, coordinate with third parties, deal tactfully with various concerned agencies and surpass performance parameters. Possesses outstanding interpersonal, analytical, problem solving, negotiation, persuasion, coordination and communication skills with presentable personality and professional business style. Keenly interested for a challenging post in accounting and financial institutions or any progressive organization to utilize gained expertise.

ACADEMIC QUALIFICATION:
Intermediate (12th) in Education, Islamic Studies, Punjabi
Board of Intermediate and Secondary Education  Multan , Pakistan

Aug 2005
Metric (10th) in Physics, Chemistry, Mathematics

Misali Zakariya H/S School Muzaffargarh, Pakistan

Jul 2002

PROFESSIONAL DEVELOPMENT:

Masters of Business Administration in Finance

University of central Punjab, Lahore

Feb 2012

Bachelors of Business Administration in Finance

University of central Punjab, Lahore

Feb 2010

CAREER SNAPSHOT:
Sales Consultant

Assurance Limited Multan, Pakistan

Operations Trainee

NIB Bank Ltd. Pakistan
Field Supervisor
Save The People an NGO 
PROVEN COMPETENCIES:

· Apply fundamental knowledge of accounting principles and become acquainted with departmental processes and procedures. Perform a variety of accounting functions including examination, analysis, maintenance, reconciliation and verification of financial records under direct supervision.
· Manage reconciliations and collections of due account receivable on regular basis including follow ups.

· Finalize accounts, classify and maintain balance sheets, financial statements or quarterly reports.
· Prepare, examine, analyze accounting records, financial statements and other financial reports to assess accuracy. 
· Control petty cash and office cash flow on monthly liquidation bases.

· Provide assistance in audit preparation. 
· Coordinate with team and management to exchange information, coordinate tasks and discuss and resolve audit-related concerns to ensure transparency and fairness.

· Work on computers programmed with accounting software to carry out assigned duties.

· Liaise and work cooperatively with banks, auditors, suppliers and all parties dealing with the company.

· Uphold awareness of applicable laws and regulations to maintain up to date compliance.

· Help in continually reviewing and setting up improvements to current procedures.
WORK EXPERIENCE:

· Call on policyholders to deliver and explain policy, to analyze insurance program and suggest additions or changes, or to change beneficiaries.
· Calculate premiums and establish payment method.
·  Customize insurance programs to suit individual customers, often covering a variety of risks.
· Sell various types of insurance policies to businesses and individuals on behalf of insurance companies.
·  Interview prospective clients to obtain data about their financial resources and needs, the physical condition of the person or property to be insured, and to discuss any existing coverage.
·  Seek out new clients and develop clientele by networking to find new customers and generate lists of prospective clients.
Main Duties & Responsibilities

· Handling all deposit related matters in the branch as per deposit manual of the Bank and respective circulars issued from time to time. 

· Issuance of TDRs / CDRs and other deposit related product accounts, and its relevant record keeping. 

· Facilitation of and follow up of internal and External Audit of deposit department.

· Negotiation for customized demands of the customers with higher offices.

· Handling Inward and Outward Clearings.

Officer Remittances 

The position of the officer exists to efficiently perform the duties and functions related to transfer of funds outward and inward i.e. DD, PO, and TT, online and international inward remittances.

Main Duties & Responsibilities

· Ensure that the request for issuance of demand draft / pay order/ TT is on the standard application form and all required details are properly filled. 

· Ensure that all the requirements / instructions issued by the bank or regulators are fully complied. 

· Ensure to follow Bank’s instructions and procedure on receipt of customer’s request for cancellation of DD/ PO.

· Preparation and submission of periodical reports pertaining to remittances.

· Collect sample data of beneficiaries for distributing funds.
· Analyze their Financial needs.

· Maintain their total records and etc.

I.T. SKILLS:

Knowledge in using customized accounting software and Banking Software T24.

Proficient in MS Office, E-mail & Internet Applications

Nationality :                Pakistani

Date of Birth :            1st may 1987

Marital Status :           Married

Visa Status :               visit Visa

Languages :                English, Urdu
Issuance of Visa:        Pakistan

CHARACTER REFERENCE:
To be furnished upon request.

	
	


