Zara Usman                                                      
Objective: To work in an ethical and growing organization where I can apply my skills and knowledge in a position that will allow for personal growth and company enhancement.



Work Experience:
Accountant General - (Sharjah – UAE)
(March 2013 - July 2014)
Responsibilities:

· Day to day accounting.
· Handling bank account i-e Payments, bank reconciliations etc.
· Corresponding with customers.
· Payment of invoices related to office.
· Verification of debtor’s account.
· Preparation of invoices/reports and other reports required by the management. 
· Follow due procedures for the approvals of invoices by the concerned authorities.

· Verification of debtors as well as creditors accounts.

· Corresponding with worldwide customers.

· Registration invoices received from customers.

· Accounting & costing of machinery parts.

· Provided administrative support to both staff and managers & coordinated with all departments.

· Received and processed incoming and outgoing mails.

· Maintained personal files of employees and handling petty cash.

Coordinator Customer Care - Mobilink Telecom. (Lahore, Pakistan)
(March 2012 to December 2012)
      Responsibilities:
· Promoting quality achievement and performance improvement throughout the organization.
· Setting QA compliance objectives and ensuring that targets are achieved.

· Assessing the product specifications of the company and comparing with customer requirements.
· Agreeing standards and establishing clearly defined quality methods to apply.
· Setting up and maintaining controls and documentation procedures.
· Identifying relevant quality-related training needs.
· Accountable for the development and implementation of training strategies, plans, and processes to support organizational goals.
· Develop a need assessment process and create instructional design process with appropriate delivery methods and post training evaluations.

· Work with each department head to assess the manager's/executive’s development needs.

INTERNSHIP
6 weeks internship at MCB (Muslim Commercial Bank)


EDUCATION:

BBA






2011
University Of Lahore-Pakistan 

FSC 






2006
Pakistan Islamia Higher Secondary School, Sharjah 

MATRIC





2004 

Pakistan Islamia Higher Secondary School, Sharjah 


Personal Info:
DOB: 


25th Aug1988
Visa Status: 

Husband Sponsorship  

Nationality: 

Pakistani 

Marital Status: 
Married


SKILLS:


· In-depth knowledge of key Microsoft Office components.
· Excellent interpersonal and presentation skills, strong leadership skills.
· Responding to deadlines and working effectively under pressure.
· Work well independently and as part of a team.
· Demonstrated ability to achieve task results consistent with the
requirements for quality and timeliness.
LANGUAGES
Urdu, Hindi and English.
REFERENCES
Will be furnished upon request.
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