To,







         Date:24-04-2017
The Manager,

H.R Department.

Subject:
JOB APPLICATION

Dear Sir/Madam,

It’s a great opportunity and honor for me to introduce you myself.

I am sharp and intelligent Pakistani female who belongs to a noble family. I did Masters in Commerce (M.Com,LLB) from Pakistan in the year 2009 and rite after, I started my professional career to learn and then apply my academic plus professional knowledge and skills in different organizations to put my share in their growth and betterment as an honest, hardworking and very committed staff member.
I have total +7 years working experience in Accounts, Banking & Retail Sales. Till now my key specialties are;

· Management and reporting of accounts and finance.
· Complete documentation of retail banking products.
· All kinds of business development communication.
· Well understanding and awareness of diverse cultures. 
· Proper and reliable grip on accounts till final reporting.
I would like to work in an organization that provides professionally challenging environment along with equitable growth opportunities. As an individual I am self-motivated, goal-driven and committed honest and hard-working person. I believe in continuous value additions and my career philosophy is simple “if it isn’t challenging, there is no fun in doing it”.

Dear Sir/madam, my detailed Resume is attached herewith this letter for your kind attention and I believe that an interview in person is the most perfect way to evaluate myself so I am always available on call, whatsapp or emails for your further proceeding in case if you are interested to hire my services for your good self.




Nida 
                                                       Nida
.366106@2freemail.com  
Target Job                                                                                         .
	Career Objective:
	Seeking a challenging environment and career to become a productive and beneficial part of an esteemed organization and to contribute in its growth and development by utilizing my knowledge, experience and abilities.

	
	

	Target Job:
	Any responsible position in a Banking, Administration, Accounts & HR.

	
	

	Target Job Location:
	United Arab Emirates.

	
	

	Target Industry:
	Sales, Accounts & Finance, Retail Banking, Administration & HR.

	
	

	Visa Status:
	Visit Visa. Validity 05,June 2017

	
	

	Availability:
	Immediate.


Specialties                                                                                             .
· Management and reporting of accounts and finance.
· Complete documentation of retail banking products.
· All kinds of business development communication.
· Well understanding and awareness of diverse cultures. 
· Proper and reliable grip on accounts till final reporting.
Professional Experience             (Total of +7 Years)                        .
Retail Sales Officer in HBL Bahawalpur Pakistan
(Through private professional employees since 22 October 2009 to 30 April 2015.
Achievement 

· Outstanding performance in champion league of credit card February 2012 to March 2012.
Responsibilities 

· Sales & Processing of personal loan.

· Sales & Processing of credit cards.

· Account opening.

· Remittance.

· KYC maintenance.

· Recovery of outstanding loans.

· Greed customers.

· Find out customer need.

· Recommend select and help to locate the right product.

·  Demonstrate the use and benefits of product.

· Answer the customer quires regarding the product.  

· Directly telephone member of public direct mailing including without the mailing of broachers and other sales materials in respect of the product.

· Visiting members of the public and meeting them personally.

Accountant & Finance Officer Ufone Franchise Bahawalpur. 
Period: 
December 2005 to December 2006.
· Creation of daily sales invoice.

· Costing of daily sales invoice.

· Daily reporting of cash sales, credit sales.

· Maintaining purchase record, preparation of daily cash & credit purchases report.

· Preparation of monthly statement of accounts of all receivables and payables.

· Maintaining inventory.

· Preparation of Trial balance, Profit & Loss and balance Sheet.
Accounts Trainee Saad Java Agro Chemicals 
Period: 
September 2005 to December 2005
· Daily vouchers preparation
· Maintaining of petty cash book.
· Maintaining of cash book.
· Maintaining of expense ledgers.

· Maintaining of Receivables.

· Maintaining of Payables.

· Preparation of Daily, monthly & quarterly financial statements.
· 3  MONTH Working Experience As a “TRAINING OFFICER”  in HABIB BANK LIMITED 

Internship Program As a” TRAINING OFFICER” on basis of M.Com (Finance) for the maintenance of Financial Accounts, Book-Keeping, Financial Management Reports, Payroll,  Billing, Opening New Account, Online Banking, Customer Relationship.

Last Education                                                                                           . 
M.Com (Finance)
2008
Islamia University of Bahawalpur

Diploma in Computerized Accounting

Pak Institute of computerized accounting Bahawalpur
Computer Skills                                                                                          .
· Microsoft Office ( very expert, confident and speedy in in daily Usance of MS Word & Excel,Power Point)
· All Operating Systems & different Software’s installation.

Computerized Accounting Software                                                       ...
*Verisys
· Peachtree Accounting System
· Tally ERP9
Personal Information                                                                                .
Nationality:


Pakistani.
Gender:


Female
Date of Birth:


March 11, 1982
Marital Status:

Married.
Languages:


Native Urdu, English (v good in spoken & written)
References                                                                                                .
May be produced on demand.
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