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Abdur Raheem – CV No. 1995546 
	OBJECTIVES


To work with a Team of highly Motivated and Professional Members that will provide me an Insight into the practical application of my Knowledge and Skills.
	EDUCATION


BBA (HONS) Finance
Institute:                          Institute of Business and Management Sciences Peshawar, Pakistan.
Session:                             2008 to 2012
H.S.S.C

Institute:                          Peshawar Model Degree College Peshawar, Pakistan.
Session:                             2005 to 2007
CERTIFICATION
· Diploma of Information Technology
· Session 2012-2013
· Diploma of Office Automation
· Three months

	PERSONAL SKILLS


· Skilled at building strong team environments and fostering open communications.
· Excellent Communications Skills.
· The ability to work in a team.
· A willingness to learn new technologies to help the business.
· Flexibility to work outside normal office hours when required. 

· Organized, thorough and self-motivated.
	PROFESSIONAL EXPERIENCE


Responsibilities:

· I had worked in White Sea Shipping and Supply LLC Hamriyah free zone.
· I was responsible for general correspondence,Shipping documents and data entry as required.

· I was also assisting crewing department to ensure company vessels are maintained with suitably qualified and experienced crew.

· To develop and implement a cost-effective,sustainable and reliable method of recruiting Masters, Chief Officers,Second engineers and vessel crew.

· Conduct candidate initial interviews,maintain comprehensive records that include justification for acceptance or rejection.

· Maintain records of crew service,leave,advances and crew bank details.
· Work experience with  NGO in Pakistan
Responsibilities:
· I had worked with Philanthropists Sans Frontiers as Admin and Finance officer from 1st March 2013 to 28 Feb 2015.
· I was responsible for daily book keeping.

· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.
· Establish tables of accounts, and assign entries to proper accounts.
· Institute of Bankers Pakistan

Responsibilities:
· I had worked there as an internee from May 2012 to Februry 2013.

· Ensure productive operations through proper implementation and administration of company policies and procedures.

· To ensure accurate and timely scheduling of meetings to discuss key matters.

· Financial management, financial reporting and cost control related to maintenance and asset management.

· Understanding of financial statements in order to create action plans to manage costs and overheads.

· Create and execute action plans for continuous improvement to align with quality objectives.

· Providing weekly and month end reports, regarding operations and implementation of key policies to the senior management.

· Coordination and follow up with other organization’s department to enhance team building process and maintain professional environment.
· Work experience with The Bank of Khyber

Responsibilities:
· I had worked with The Bank of Khyber from June 25, 2011 to August 25, 2011 as an internee.

· During my internship I was responsible for dealing with clients.
· Worked as a cashier, opening accounts, and dealing the remittances etc.

 COMPUTER SKILLS
· M/S Word 

· M/S Excel

· Quick Books 

· Computer software and hardware
	LANGUAGES


· English, Urdu, Punjabi, Uzbek, Pashto.
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