IBRAHIM 
Professional Summary
Highly organized and have competent administrative knowledge with experience in corporate office settings. Enthusiastic and well organized Administrative Assistant with solid background in data entry, schedule management and have passionate learning attitude. 
Skills 
	· Peach tree
	·   MS Excel

	· Expert in Quick book pro
	·   MS word

	· Oracle    
	·   Power point

	· Prezi
	·   Customer relations


Work Experience
· Job Title: Finance and Accounts Controller
Company: Fund



  06/2013 to 05/2016

· Performed complex general accounting functions, including preparation of journal entries, account analysis and balance sheet reconciliation.
· Prepared accurate financial statements at the end of the year

· Financial statement analysis

· Risk Management (portfolio diversification)

· Billing and Reporting

· Job Title: Customer sale Representative

Company: Touch stone Communication            



03/2012 to 04/2013

· Call Review Unit

Education

· BBA : Finance and Accounting






2016
COMSATS INSTITUTE OF INFORMATION TECHNOLOGY, ISLAMABAD.

· Intermediate: Pre-Engineering






2011

Islamabad College for Boys G6/3, Islamabad

· Matriculation : Science






2009
Siddeeq Public School, Rawalpindi
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