
CV No: 34116
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVE
​​​​​​​​​​​​​​​​
To be a part of a reputed and growing organization where I could utilize my vast theoretical and practical exposure for the benefit of the company.
EXPERIENCE










​​
Administrator                                                           

               (Feb-2012 to Mar-2014)
Company Name, MEDICAL CENTER-DUBAI, UAE
The responsibility to maintaining office record, handling bank accounts and preparing financial statements, also doing correspondence with clients having different nationalities.
Administrator cum Purchase Manager          

                 (Apr-2010 to Jan-2012)
Company Name, Paris Furniture & Decor Factory LLC, Sharjah
The responsibility to maintaining office records, handling bank accounts and preparing financial statements, doing correspondence with clients, also purchasing the required material for the company and managing the labor force.
Administrator cum Purchase Manager                                                         (Apr-2009 to Mar-2010)
Company Name, MK Design Furniture & interiors L. L. C. Al Qouz Dubai
The responsibility to purchasing required material for the company, keeping records of the 

Jobs started and completed also managing the labor force to meet the deadlines.
Administrator                                                           

               (Dec-2000 to Mar-2009)
Company Name, ALBORJ MEDICAL CENTER-DUBAI, UAE
The responsibility to maintaining office record, handling bank accounts and preparing financial statements, also doing correspondence with clients having different nationalities.
ACADAMICS
Commerce Graduate, B.Com                                                                                                             1997
University of the Punjab, Lahore, Pakistan
Diploma in Commerce, D.Com





                  1995
Board of Intermediate and Secondary Education, Gujranwala, Pakistan
Secondary Schooling, SSc





                                  1993
Board of Intermediate and Secondary Education, Gujranwala, Pakistan

CONFIGRATION
Knowledge of “Company Auditing and Legal Transcript” rules regulations, legal formalities, accounts & ledger handling, preparing financial statements and other documentations, have the experience of communication with the several national & international firms and residents, also have the capabilities of handling the independent company financial and legal issues. 
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SKILLS





Microsoft Word


Microsoft Excel


Microsoft PowerPoint


Tally 


Windows 98, NT / 2000, XP, 2000 Server, Vista, Windows 7,8








SPECIAL SKILLS





Extensive knowledge of office administration


Extensive knowledge of record maintenance


Good typing speed


Having ability to take the responsibilities of completing jobs


Never hesitate to accept challenging jobs


Good hearing & speaking capability.


Having valid UAE driving License





AREAS OF INTEREST





Administration 


Accounts 


Purchase 


Customer Care





PERSONAL INFORMATION





Date of Birth


May 12, 1976


Nationality


Pakistani 


Martial Status


Married 


Languages


English, Arabic, Urdu


Living Status


Dubai Employment Visa             


(NOC Available)


Reference


As per requirement 












