[image: image1.png]


Naeem (MBA Banking & Finance) 
Naeem.348231@2freemail.com 
CAREER SUMMERY
Experienced with routinely assessing and meeting the financial needs of various individual and business customers. Adept at handling various banking/financial and accounting transactions. Focused on applying knowledge of financial products and investment packages to offer to existing and new customers.
CORE COMPETENCIES
· Maintenance of accurate financial records and ability to prepare clear and accurate reports for informational, auditing and operational use.
· Ability to formulating budgets.

· Ability to make quick and excellent decisions and organize thoughts in the face of time constraints and full workload.

· Outstanding communication, presentation and interpersonal skills.

· Sound knowledge and understanding of latest in computer technology.

· Sound Ability to handle multiple tasks, set priorities and meet deadlines.

· Uncommon ability to analyze and interpret complex financial data.
PROFESSIONAL EXPERIENCE
Accounting Assistant, Diyanah Islamic Financial Services, Karachi Pakistan

· Performing invoice processing, sending payment reminders, and updating accounts

· Handling daily bookkeeping functions and reconciling account ledger

· Answering phone calls and emails and resolving customer's queries

· Drafting letters and requesting check for overdue accounts

· Managing spreadsheets, journals, and sales and purchase ledgers

· Reconciled purchase orders, invoices, and payment received

· Managed petty cash transactions on a daily basis

· Deposited cash and check in bank and made entries in the computer system

· Handled office inventories and made check payment to vendors

· Distributed a copy of budget to each department head

· Researched and developed resolutions for complex tax issues

Center for Excellence in Islamic Finance, IMSciences Peshawar Pakistan, Jan 2013 to Dec March 2014

Research Intern
My Role
· Entered collected data into the data management system and ensured integrity

· Sorted, formatted and analyzed information to make accurate inferences

· Contributed ideas and opinions in research activities by suggesting research methods and conclusions for analysis

· Extracting data from various data sources and putting that into Excel sheets for further analysis

· Analysis of balance sheets, income statements of various Islamic Banks for research purpose

· Providence of Lecture Material to the university faculty for Seminars and Conferences

· Data Collection and Data organizing

· Preparation of MBA Courses

· Preparation of PhD Courses

Trainings____________________________________________________________________
· Actively participated in a five days training on Islamic Banking Operations jointly organized by Stat Bank of Pakistan (SBP) and National Institute of Banking and Finance (NIBAF)

Skills___________________________________________________________________

· Strong Research and analysis skills

· Excellent presentation skills.

· Ability to make sensible presentations which trigger more sales and business.

· Computer skills such as MS Office, Power Point, Excel, internet, CRM software.

· Ability to work in a team and Independently

· Strong knowledge of Islamic Banking and Finance essentials

· Collaboration skills

· Solution oriented, can go an extra mile to find out solutions.

· Good communication and Strong written skills in English and Urdu Languages

Education___________________________________________________________________

· 2011-2015
MBA
Banking & Finance

Institute of Management Sciences 

· 2009-2011
BA
Statistics & Economics
Edwardes College Peshawar

· 2008-2009
HSSC
Inter Science


BISE
· 2007

SCC
Science


BISE
Certifications ________________________________________________________________

· Certificate of Participation in Business Idea Competition. Jointly organized by British Council and HRDC, IMSciences.

· Certificate of participation in preparation of the First International Conference of CEIF, IMSciences

· Certificate of Presentation Research Paper in the first International Conference of CEIF, IMSciences

Conferences_________________________________________________________________
· Represented Center for Excellence in Islamic Finance in a conference arranged by CEIF at Shaheed Benazir Bhuto University on Fundamentals of Islamic Banking.
Research & Publication________________________________________________________

· Conducted Research on the Success factors of collaboration in Islamic Banks. The paper is under review for publishing.

· Factors determining employees’ decisions towards different pension funds.
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