           Curriculum Vitae

 Objective:
· Seeking career in the field of Accounts to capitalize my qualification and skill. Keen to work with national/multinational organizations having potential of future advancement.

Personal profile:

· Highly motivated, enthusiastic, creative, disciplined & hardworking.

· Effective team member who can well with others & able to work independently.

· Possess good organization & planning skills, able to prioritize tasks & mange diverse activities at the same time.

· Able to work effectively in new or unfamiliar areas.

· Logical, analytical & systematic approach towards work problems.

· Keen to expend knowledge, improve skills & performance.

Personal Details:

Date of Birth

:

January 14, 1986

Marital Status

:

Married
Academic Profile:

MBA


:

AIOU (in Progress) 

(Banking and Finance)

B.Com


:

F.G.C.C (Punjab University)






(Commerce)

I.Com


:

F.G.C.C (Federal Board)

(Commerce)                         

Matriculation

:

Federal Board Islamabad

(Science)
	  2013-2015
  Designation:
        Major Responsibilities

  2009-2011
  Designation:
        Major Responsibilities

     2008

Designation:
        Major Responsibilities

2007-2008

Designation:

Major Responsibilities
2004 – 2006

Designation:

Major Responsibilities
2003 – 2004

Designation:

Major Responsibilities
Short Term Experiences

Professional Skill:


	         (KINGDOM OF SAUDI ARABIA 6 years Experienced)

          ZADA CONSTRUCTION CO.

       Business Development Manager

· Conduct extensive market research prior to starting up our business and continue gathering information throughout the long term.
· Build relationships with new clients.
· Secure sufficient financial resources for future development or expansion.

· Understand the skills and qualities you bring to your business.

· Prospect for potential new clients and turn this into increased business

· Attend a seminar or a meeting regarding a company’s business.
Construction Co.    

      Accountant
· Prepare entries in Great Plains version 10. (ERP Based)
· Maintain a Finance Records of Owner’s of the Company.

· Prepares and Monitors the Schedule for all Project Rentals.

· Prepares Weekly Bank Reconciliations Personal Accounts of owner’s.
· Prepares for the Disbursements of Check Payment to Vendors.

· Handle Filling Responsibility.

· Record all the daily petty expenses of owner’s.

(PAKISTAN 5 years Experienced)

         (Zarai Taraqiati Bank Limited) 

         Management Training Officer

· Working on Banking Software is DMS System.

· Working on FOCS System.

· Identify and assess training needs.

· Performs a duty of Teller in bank.
· Delegate authority and responsibilities to others as needed.
         TNT      (Thomas Nation Transport)

         Accountant

· Supervision of Credit & Collection Department.

· Rectifying the billing error 

· Preparing of Bank reconciliation statement.

· Managing of Daily Cash Expenditures.

· Daily Book keeping Records.

· Maintaining Petty Cash in office.
         P Company (Pvt.) Ltd.

         Accountant
· Preparation of monthly Financial Statements.

· Maintaining all books of accounts.

· Maintaining contact with relevant Government Departments. 

· Arrangements of company related functions, meetings, Travel arrangements etc.

· Preparation of Monthly Bank Reconciliation Statement.

· Daily Book keeping Records.

         Citi Bank

         Sales Officer

· Sales of Personal Loan.

· Corporate dealings with companies.

· Tele Marketing.
· Worked as an Accountant in G4S Company.

· Worked as an Expense Accountant in Careers Consultant.

· Worked as an Admin Manager in Home & Away Consultant.

· WORKING ON GREAT PLAIN SOFTWEAR VER. 10 ERP BASED.

· Advance Diploma in Information Technology from Joher Institute of Computer Sciences.
· Computer Skills.

· MS Word                                 

· MS Excel
· MS Windows 98/2000/ XP



Language Skills:    
· English
Speaking
Listening
Writing

· Arabic             Speaking
Listening
· Urdu

Speaking
Listening
Writing
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