Covering Letter cum C.V.
Dear Sir,

Reference your Job Announcement regarding some positions lying vacant under your benign control, I am interested in furthering my understanding by seeking new challenges in the field of Finance, Administration, Accounting and Sales would like to take this opportunity to express my sincere interest in your esteemed Organization.

Having achieved a solid foundation of knowledge and acumen in my career of Banking, Accounting, and Finance as well as a proven track record of maintaining long-term business and mutually-profitable relationships with clients, my knowledge of Finance / Accounts Management and Administration is second to none and includes the ability to correctly identify and understand clients’ goals and develop customized strategies and plans for each client to allow them while meeting their goals effectively and efficiently.

Furthermore, I have Ten Years of experience in managing, creating and maintaining relationships with important clients and leading different sales / personnel teams. During my job I have adequately demonstrated an ability to consistently achieve rather exceed targets assigned so far. I am a very driven individual that takes initiative in all situations, especially while working as a team member. If given the opportunity to accomplish an assignment, I can develop a plan that will meet the needs of my project. 

Being a sales-driven individual with a methodical, dedicated, and enthusiastic approach toward generating new contracts and fostering inbound leads, I am certain in my ability to contribute positively to your organization. Moreover, I take pride in my ability to communicate with people no matter what their age or station is in life as I enjoy dealing with the public on a social and business level. I am very conscientious about meeting deadlines and completing tasks unsupervised. I was granted increasing responsibilities and hands-on training in Habib Bank Ltd – HBL which allowed me to utilize my analytical skills through data input of corporate financials as well as solidifying my public relations abilities by means of constant customer interaction. 

Last but not the least, I am confident that I match your job requirements perfectly and have the expertise to become an integral part of your team. Even though my Curriculum Vitae mentioned below, gives you detailed information about my professional achievements, skills, and qualifications, it is my intention to establish a time when we can further discuss how my talent, responsibility and self-motivation will fit the needs of your department to achieve optimum prosperity and success. 

Thank you for your time and consideration.  I look forward to speaking with you soon.

Sincerely yours,

Rooh 
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Rooh 
E-mail:- rooh.337723@2freemail.com 
Career Objective

· To pursue a highly challenging career in the field of Finance, Accounts & Taxation, where I would apply my knowledge, experience and ideas to develop high caliber professional skill and effective management technique by proactive research and development activities to ensure protection of interest of industry and emerge as a good Corporate Professional.
· Being a sales-driven individual with a methodical, dedicated, and enthusiastic approach toward generating new contracts and fostering inbound leads, I am certain in my ability to contribute positively to your organization.
Personal Detail

· Domicile:

Peshawar (Khyber Pukhtunkhwa)

· Date of Birth:
20th July 1982






· Gender:

Male

· Marital Status:
Married

· Nationality:
Pakistani

Educational Background

	Certificates/
Degrees 
	Name of Institution

(Board/University)
	Total

Marks
	Marks

Obtained
	Div: / CGPA / %
	Passing Year

	MBA

(Finance)
	Institute Of Management Studies, University Of Peshawar, Peshawar
	2200
	1773
	3.40 CGPA

@ 80.45 %
	2010

	M.Com

(Accounting)
	Quaid-e-Azam College of Commerce University of Peshawar.
	1200
	1059
	4.00 CGPA

@ 88.25 %
	2005

	B.Com (Hons)

(Accounting)
	Government College of Commerce Peshawar City, UOP.
	600
	449
	1st Division

@ 74.83 %
	2003

	B.Com

(Accounting)
	---As above---
	1200
	720
	1st Division

@ 60.00 %
	2002

	D.Com

(Accounting)
	---As above---
	1450
	838
	2nd Division

@ 57.79 %
	2000

	Matriculation

(Science)
	Government: High School No. 3 Peshawar Cantt: Peshawar.
	850
	503
	2nd Division

@ 59.18 %
	1998

	IBP ISQ Stage-I
	Institute of Bankers Pakistan, State Bank Of Pakistan
	N/A
	N/A
	
	2007


Employment History – Total Experience 10 Years & 24 Days
	S.#
	Valid experience with Designation, Date and Station.
	Department/

Organization
	Reasons of Leaving

	01
	Senior Accountant / Senior Accounts Officer
Period:   August 15, 2014 till December 07, 2015
Experience:   1 Year & 4 Months
	M/s Rehman Medical Institute (RMI), Phase – V Hayatabad Peshawar
	To have More Professional & Conducive Working Environment and better Career path.

	02
	Manager Finance & Administration

Period:  July 01, 2013 till 10th August 2014.
Experience:  1 Year & 1 Month.
	M/s Ajmal Furniture House (Exporters) Industrial Estate Hayatabad Peshawar
	To have a structured job and professional working environment.

	03
	Assistant Manager / Credit & Marketing Officer 

Period:  January 2010 Till 28th June 2013 
Experience:  3 Years & 1 Month.
	HBL Credit Hub

University Campus Branch, Peshawar – KPK
	To have a diversified & Challenging job.

	04
	Assistant Manager - Operations / Credit.

Period:   March 2007 To December 2009
Experience:  2 Years & 9 Months
	HBL - Khyber Bazar Branch, Peshawar - KPK
	Transfer with new Assignments.

	05
	Officer Grade – III Operations / Credit Officer
Period:  April 2006 To February 2007 
Experience:  10 Months
	HBL - Bank Road Branch Mardan, KPK
	Transfer with new Assignments.

	06
	Probationary Officer (OG-III).

Period:  November 2005 To March 2006 Islamabad
Experience: 5 Months
	HBL
Management & Development Institute 

Blue area Islamabad
	
Completion of Training, Orientation & Posting to the field.


Achievements - Professional Courses

	S.#
	Course Title
	Name of Institution

	01.
	Comprehensive Basic Banking Training.
	HBL Management Development Institute, Islamabad.

	02.
	SBP Prudential Regulations (Corporate, Commercial & Consumer).
	-Do-.

	03.
	Credit Process & Procedure.
	-Do-.

	04.
	HBL-Small Business Finance.
	-Do-.

	05.
	Anti-Money Laundering & Know Your Customer (KYC).
	-Do-.

	06.
	SBP Prudential Regulations.

(Credit & Risk related)
	-Do-.

	07.
	HBL-Islamic Banking. (Product & Services)
	-Do-.

	08.
	Microfinance Grass Root Level Training Program
	Institute of Banking & Finance, State Bank of Pakistan


Job Description undertaken so far:
Senior Accountant (Equivalent to Senior Accounts Officer): At M/s Rehman Medical Institute Hayatabad Peshawar - KPK

Job Description:

· Accounts Payable Management, their aging & follow up etc.

· Accounts Receivable Management, their aging & follow up etc.

· Reconciliation of Banks Accounts and RMI General Ledgers.

· Calculation of Staff Payroll, Advances, Loans & Gratuity etc.

· Various Administrative & Financial reporting.

· Corresponding and reconciliation with various RMI Debtors & Creditors regarding the pending / outstanding claims / bills etc.

· Posting all sort of Journal Entries regarding Debtors and Creditors.

· Supervising the RMI Billing Section in various areas regarding Panel matters i.e. RMI Panel and other Debtors / Insurance Companies. 
Manager Finance & Administration: At M/s Ajmal Furniture House Exporters

Job Description:
Financial Administration: 

· Maintain bank records, perform bank reconciliations, and deal with the bank on all financial matters (e.g. changing salaries, changing authorization codes, changing names on signatures etc.) 

· Prepare various periodic financial reports for the Managing Director / General Manager regarding income, expenditure, and any variations from budgets. 

· Assist with preparation of the budget and annual audit.
· Establish, maintain and reconcile the general ledger.
· Ensure transactions are properly recorded and entered into the computerized accounting system.
· Responsible for tracking petty cash, keeping appropriate records, and maintaining reconciliations. 

· Maintain the accounts payable and accounts receivable systems in order to ensure complete and accurate records of all moneys.
· Calculating and preparing employees’ salaries, Overtime, deductions and contributions.
General Administration: 

· Ensure compliance with all regulatory requirements as relating to the Organization.

· Responsible for researching and helping put in place additional policies and procedures as needed. 

· Maintain records to meet legal and tax requirements, and to measure both the inputs and the outcomes of operations.

· Good written and verbal communication skills and ability to respond tactfully and appropriately to enquiries from a range of individuals and/or groups.

· Good IT skills at a highly proficient level.
· Willing to undertake any relevant training to improve competence and confidence in performance of role. 

· Excellent organizational and administrative skills including minute talking, data management, devising and implementing reporting systems.

· Document new employees and establish employee files in the computerized accounting system.
· Maintain the leave management system and verify annual leave records.
Assistant Manager Credit & Marketing / Finance: At Habib Bank Ltd - Job Description

· Financial analysis including the computation and application of the liquidity, operating and price-earnings ratios commonly to organize and coordinate the work of others.
· Determine business and global cash flow of commercial borrowers.
· Assist lenders in determining the most appropriate loan structure.

· Provide quality service to internal customers through undertaking risk assessment analysis of various types of lending proposals.

· Compile accurate and timely financial spreadsheets for existing commercial loan customers and new loan applications.

· Obtaining and analyzing market and industry information as it relates to existing credits and new loan applications.

· Have thorough understanding of financial statements, including balance sheets, income statements, and statements of cash flow.

· Provide information to management by assembling and summarizing data; preparing reports; making presentations of findings, analyses, and recommendations.

· Assisting with the management and execution of due diligence processes.

· Analyze financial data by collecting, monitoring and creating financial models for decision support.

· Improve financial status by analyzing results; monitoring variances; identifying trends; recommending actions to management.

· Identify financial status by comparing and analyzing actual results with plans and forecasts.
Knowledge, Skills, Attributes, Languages & Hobbies
	   Knowledge / Skills.

· Excellent Accounting and Book-keeping knowledge.

· Assist with preparation of the budget and audit and taking the corrective measures, if any, in case of any variation(s).

· Understanding of Finance, Credit Risk Management & General Banking.
· Good knowledge of the internet, web-functionality and social media.

· Computerized accounting programs.

· Payroll systems, calculating & reporting.

· Excellent organizational and administrative skills including minute talking, data management, devising and implementing reporting systems.

· Understanding of relevant municipal legislation, policies, procedures & political environment.

   Computer Proficiency.

· MS Office- MS Word, MS Excel, 
MS PowerPoint, Outlook etc.
· MS Windows.

· Internet- Surfing, Browsing, Corresponding etc.
· Peachtree - Computerized Accounting.
· QuickBooks - Computerized Accounting.
· Trees Technologies Software (ERP Oracle based)

· SHMA (ERP Oracle based)

	   Personal Attributes.

· Honest, trustworthy and respectful.

· Commitment to Organization’s Mission, Vision and Values.
· Possess cultural awareness and sensitivity.

· Analytical, Problem solving & Decision making skills.
· Ability to work flexibly and to tight deadlines. 
· Willingness to attend events and to work outside of usual office hours where necessary.
· Demonstrate sound work ethics.

· Result oriented approach.
· Diligent, Energetic and Proactive.
· Supervisory & Team building skills.
· Stress & Time management skills.

   Languages Proficiency.

· English.

· Urdu.

· Pushto.

   Hobbies.

· Reading Business Journals.

· Watching Current Affairs Programs mainly based on country Economic & Political conditions.
· Surfing the Internet for Business & Economic updates.
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