Syed 
Syed.356849@2freemail.com
Objective
My vision is to provide you with an administrative, Managerial and accounting service that you can trust to help you move your business forwards. My approach is based upon careful planning, consideration and understanding of your business to help you improve profitability, save you time and help you plan for the future.
Education & Certifications

MBA Finance 





   


Feb 2015
Jamshoro, Pakistan







· MBA Finance from University of Sindh Jamshoro in (2015) with 1ST Division.

BS Economics 





   


Mar 2010
Jamshoro, Pakistan







· BS Economics from University of Sindh Jamshoro in (2010) with 1ST Division.
Professional Experience

· National Data Base and Registration Authority (NADRA) RHO Karachi Pakistan,   
Junior Executive (Operation Department)


21st June- 2010 -28th February 2017 

                                                                                                                                                                                                                 Key Roles: 
· Follows all cash management and cash register policies, Develops positive relationship with shift team by understanding and addressing individual motivation, needs and concerns,

· To discover and responds to customer needs, Performs various administrative and clerical tasks

· Responsible for maintaining office filing and record keeping system enters, edit and retrieves data processes form such as expenditure claims, employee time sheet, deposit form, courier distribution logs, mandated cost reports, purchase requisition and online supply orders, maintaining records, confidential files and other related information for department needs,

· Uses a computer to produces letters, memos, spread sheets, and agendas from straight copy, rough draft or oral instructors, completes forms, requisitions and other documents, manual and proofreads assignments for accuracy and completeness.

· Coordinates and prepares minutes of meeting and special events by assisting with registrations.
· Faisal International Importer & Exporter (PAKISTAN) PVT.LTD, 
Feb 2006 –June 2010
Computer Operator cum Documentation Officer (Admin)
Key Roles
· Prepares rate quotations, file them and follow-up on missing information or requests for additional pricing

· Prepares rate quotations, file them and follow-up on missing information or requests for additional pricing

· Composes and types routine correspondence and memoranda using word processing software.

· Opens mail correspondence and accurately identifies invoices for payment. Resolves payment discrepancies and prevents invoicing errors. 

·  Makes copies, creates documents and packages for distributing export documentation. 

·  Provides day to day shipment tracking, customer service and problem resolution of exception orders.    

· Performs other related duties as required. 
Project

· National Disaster Relief (NDR) Watan Cards Project for Flood Affected Hyderabad Region PAK.

Key Role: Site Supervisor Sehwan Tehsil District Jamshoro.

“This project has also received transparency award from United Nations, it is also called as “Watan Card Project” of Pakistan Largest payment Distribution project for flood affecters”. 
· Mobile Registration Unit (MRV) NADRA project Hyderabad Pakistan

Key Role: Coordinator Field.
“Field Work in remote areas of country through which 63% of Pakistan’s Population got registered”.
· Election Commission of Pakistan Project (ECP) 2013 project Hyderabad Pakistan

Key Role: Data Entry Operation.
“I performed my duties as data entry operator in making voter list in an emergency condition by Computerizing Voter List of Peoples of Pakistan in 2013”.
· Pakistan Card Project (PCP) for rain affected areas Badin Pakistan

Key Role: Site Supervisor Tehsil Fazil Rahu District Badin.

“My responsibilities were to manage public in proper manner, making sure that right person should be facilitated smoothly”.
Core Skills

	· Communication. 

· Presentation    

· Documentation.  

· Customer service Etc.

                        
	· Presentation

· Interpersonal 

· MS Power Point.

· MS Excel.

· Networking
	· English, Sindhi, Urdu, Arabic Typing 

· MS Windows.

· Coordinating           

· Hardware & Software.


Achievements and Certification 
· Certificate of Achievement “Diploma in English Language Program” by Horizon Home of English Language Hyderabad from 01-01-2008 to 02-06-2008. 
· Certificate of Achievement in “MS Office & MS Window” by New Trends Institute Affiliated With Sindh Board of Technical Education Karachi, Directorate of Education District Government Hyderabad from 17-01-2007 to 20-03-2007. 
· Certificate for “Internship” by, State Life Insurance of Pakistan Zonal office Hyderabad Six Weeks from 08th July 2009 to 18th August 2009.

· Certificate for Participated “Cricket” by, Director General NADRA 05th October 2013.

 ‎
