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A highly numerate and reliable Business graduate with a strong academic record in Finance and Business management; conscientious, multi talented, extremely hardworking and detail oriented, methodical in approach and able to work in teams as well as own initiative. Seeking for a permanent position with a reputed company where I could expand my objective, knowledge and use my skills creatively.
Professional Profile
· Over Seven years of experience in the field of Management, Administration and Finance 
· Experienced Administrative Support Professional. 
· Proven track record in management, accounting, sales and general office operations. 
· Proven ability to work independently, manage multiple projects and meet tight deadlines. 
Education
· American College of Dubai, UAE. 
-Bachelor’s Degree in Business Administration. BBA (GPA 3.4, August 2015). -Associates of Science Degree in Business Administration. (GPA 3.8 August 2007). 
· Arab Unity School, Dubai, UAE. 
- A Levels, Business Studies and Accounting, University of Cambridge, U.K (June 2004). 
· The Westminster School, Dubai, UAE. 
-IGCSE ‘O’ Levels, Commerce stream, from University of Cambridge, UK (June 2002). 
Experience

Administrative Officer
September 2014 to January 2016
· Assisting in formulation and implementation of strategic business plan and constantly providing creative solutions required to maintain the firm’s distinctive position as a top level service provider in the region. 
· Coordinating with the Marketing Team to Set-up of professional marketing materials, e.g. flyers and brochures. 
· Supervising and coordinating activities of staff, planning their work assignments and assisting in conducting performance appraisal. 
· Analyzing and Preparing annual estimates of expenditure, administering salaries, accounting, record keeping and determining leave entitlements, maintaining budgetary controls and making recommendations to management for implementing departmental policies and changes. 
· Actively involved and responsible in formulating quality control standards and ensuring all quality standards are delivered throughout the facility through real-time quality checks. 
Accounts Assistant
Emirates Airlines - Revenue Accounts Department.
August 2007 to October 2011 (4 years)
· Assisting in performing a variety of accounting and financial activities related to the General Accounts Department function including preparation, processing of accounting documents and allocation of cost. 
· Preparing various debit/credit notes as well as journal entries pertaining to revenue and cost accounts. 
· Updating data accurately from sales reports, invoices and reconciliation sheets to ensure that the system correctly compares transaction entries with header information. 
· Independently controlling the flow of Virgin Nigeria Airlines and Olympic Airlines’ Revenue sales documents and responsible for providing high level of administrative support within the section ensuring high quality and accurate services for the airline’s Sales. 
· Maintaining data in system’s customized accounting software & ensuring all batches and reports are archived in store, for future retrieval. 
· Securely dispatching of the Processed Revenue Accounts documents to the Clients overseas and following up the progress. 
Project Administrator
Mashreq Bank. Operations (C.P.S/ C.C.U) and Retail Banking Dept.
Dec 2005 to April 2007 (2 years, periodic projects)
· Responsibly undertaking the logistics of Mashreq bank’s cheques from Mashreq Bank to Dubai Central Bank and vice versa. 
· Independently leading the Project team throughout the 5 main Retail bank branches in Dubai to co-plan and successfully achieve set objectives before deadlines. 
· Accurately completing paperwork and performing administrative tasks such as cancellation, sorting, Signature Verification of Mashreq bank cheques and pay orders in order to control errors in Account number or Amount wrongly claimed and reporting it to senior officer. 
· Updating data and verifying reports of both Inward and Outward clearing cheques for I.C.C.S project (Image Cheque Clearing System) in parallel test run, a system that was to be implemented by U.A.E central bank for all the banks in U.A.E. 
Assistant Accountant and Sales Executive.
Reemack’s Real Estate, Sharjah. Sales and Finance Dept. 2004 (4 months internship)
· Processing daily accounting transactions and updating Bank Reconciliation Statements. 
· Providing accurate information to the customers, identifying their needs and Handling Complex Customer queries in a timely and professional manner. 
· Closing sales in accordance with quality procedures in order to maximize sales opportunities. 
· Accurately completing paperwork and performing administrative tasks. 
Personal Details

	Date of Birth
	:
	22nd October 1985.

	Residence and Place of Birth
	:
	Sharjah, United Arab Emirates.

	Gender
	:
	Male.

	Languages
	:
	English, Urdu, Hindi.

	Visa Status
	:
	Residence Visa (Father’s Sponsorship)

	Nationality
	:
	Pakistan.

	Notice Period
	:
	Immediately.



Trainings, Certifications, Internships & Achievements
· ISO27001 – Training attended in 2008 (Emirates Airlines). 
· Internship for 2 months at Middle-East Market Research Bureau Ajman. 
· Information Systems Protection: Information Security, Emirates Aviation College. 
· Administration skills, Emirates Aviation College. 
· Certification in M.S Office, Web Designing, Graphics Designing, Computer hardware & Networking. 


· TOEFL 2013. 
· Academic Excellence Award 2005, 2006, 2007, American College Of Dubai. 
· Sketching Competition first place 2014, 2015, American College Of Dubai. 
· ‘Biggest Loser’ Weight loss competition first place 2014. Al Arab Fitness. 
· Proficient in reading & writing Arabic. 
· Valid UAE driving License (D.O.I 2004). 
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