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WORK  EXPERIENCE
· Aleph Systems Pvt Ltd - Manager Admin & Finance


     Jan 2012 – to date
Aleph System (Pvt) Ltd is a management consultancy undertaking renewable energy projects. Responsibilities include:
· review of monthly and annual accounting records and interaction with external auditors
· supervision of administrative office work
· handling bank correspondence
· Sachal Energy Development (Pvt) Ltd  - Office Associate 

Mar 2010 – Dec 2012
The company set up a 50MW wind power project in Jhimpir, Sindh. Working with the Technical, Admin and Finance divisions, I was responsible for coordination on the project between the divisions and business operations. 

· Lucky Cement (Pvt) Ltd – Office Assistant (Production Office)

Jul 2008 – Mar 2010

Responsible for:

· preparing the daily plant production report up to dispatch of cement from the factory 

· maintaining the office record of employees in the production department
· co-ordination with the external auditors for external audits 
· National Bank of Pakistan – Sales Officer 




Jan 2008 – Apr 2008


Presenting and promoting the bank’s Saiban scheme loan to potential customers and making regular progress reports
· Fawaz Air Conditioning & Refrigeration, Dubai – Purchase Assistant 
Jul 2005 – Nov 2007
Responsible for 

· preparing purchase orders and purchasing required materials for the company for their electric, plumbing, air conditioning section

· negotiating with dealers on best quality at suitable prices
· Eight weeks Internship at Askari Bank Ltd Circular Road Branch D. I. Khan, KPK, Pakistan.
ACADEMIC RECORD

· MBA Finance 2009 – Gomal University D.I. Khan

· B.Sc (Physics/ Maths) 2003 – Gomal University D.I. Khan
· F.Sc (Pre-Engineering ) 
COMPUTER SKILL

· 6 months computer short courses in office automation from HAMD Institute D. I. Khan, Pakistan.

· Well versed with Microsoft Office, Excel and Power Point.

PERSONAL DATA
· Nationality:

Pakistani

· Date of Birth:

10th February 1980
· Reading Books, playing badminton, following cricket
LANGUAGE SKILL
· English
· Urdu

