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Objectives

To be a dynamic and extraordinary Organization where I can develop my abilities and aptitude of my Finance skills from the superiors. I want to get a job from an organization, which gave me an opportunity to used the Finance Tools and work with a challenging task. Also polished my skills of communication and gave me a chance and ability towards a bright future in the field of finance in a beneficial way.
Skills and Summary of Qualifications

· Excellent communication with peoples.
· Well versed with front disk and dealing peoples.
· Master Degree in Business Administration Finance.
· My Educational background is well polished and above the merits at all levels.
· Easily can solve and make Solutions for Financial Problems at any level.
· UAE and Also home country experience at Different Levels.
· More than Three years work experience in Finance departments at Different Levels.
· Problem solving, good command on Finance Software’s and calculations.

· Good interpersonal, Finance, Management and Communication skills.

· Team player and can work well under pressure in a multi-diversified cultural environment. 

· Well organized individual and innovates own internal programs to minimize time and effort.

· Entrepreneurial and well mannered behavior.

Work Experience

1: Accountant:
Elektropanc Company ( Abu Dhabi)

January 2011- March 2011

· Effectively communicate with Project Manager and Project Director, regarding financial documents, change orders and other contract modifications, approvals, and any additional services related to billing. 
· Prepare payrolls and monthly closing reports of the Employees and forwarding those reports to the Abu Dhabi AE Arma Elektropanc Branch.
· Establish, maintain, and coordinate the implementation of accounting and accounting control procedures. 
· Analyze and review budgets and expenditures for the Hangar Project at Al-Ain and make sure the availability of cash for the site.
· Monitor and review accounting and related system reports for accuracy and completeness. 
· Prepare and review budget, revenue, expense, payroll entries, invoices, and other accounting documents. 

· Analyze revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control.

· Explain billing invoices and accounting policies to staff, vendors and clients.

· Recommend, develop and maintain financial databases, computer software systems and manual filing systems.

· Interact with the Store Keepers and checking of store activities and items.

· Maintain the billing folders for the Whole project, with all the appropriate documents, including expenses, consultant invoices, and monthly invoices, in accordance with standard procedures.

· Maintain a petty cash and also reporting to the AE Arma Elektropanc Abu Dhabi branch on Daily basis.
The Project has Been Cancelled by the Main Contractor.
2: Finance Officer 

Sigma Motors Limited, (Land Rover)

April 2010- September 2010

Responsibilities:

· Assist in the maintenance of an internal system for all incoming and outgoing Cash Flows in the department.
· Responsible for the timely & effective Deposits and with drawls of the Bank Accounts.
· Ensure settlement of billing for Customers in respect of different Policies and rates given to them, like Internal Customers, External Customers, Armed Vehicles and Departments, Multinational, and Non Governmental Organizations in co-ordination with Finance Department.
· Filing records in Double Entry Accounting System Software according to posting system used and Documents maintenance of different customers.
· Perform routine and varied Finance tasks as assigned directly by Finance manager.
· Having the Internal Audit responsibilities for the service centre and to deal with the posting and voucher of entries.
BPV, BRV and JV's posting on the software and forwarding them for keeping the record.
3 Internship Program at Finance Department

National Bank of Pakistan

Gujrat Branch Mardan
2nd JUNE 2009 - 7th AUGUST 2009.                                               

Responsibilities:
· Facing the Banks Customers by person as well as on phone for their complaints and queries and providing help and information.

· Account Opening and billing procedure for the bank. 
· Knowing account holders suggestions and applying for the Organization favors.
· Organizing financial tools and Banking software for the benefit of the organization on different levels.
· Performing duty as Internee Finance in the bank. Attending account holders at Finance Department, deal them with their needs.
· Keep track of the inventory related to Organization.
4: Assistant Supervisor
A.J Textile Mills Gadoon Amazai

1st August 2005 – 10th December 2007

         
Responsibilities:
General Administration
· Make sure that the workspace; computer and other equipment, mailbox, and appropriate installed software are ready for the new employee's start day.
· Timely email response to inquiries of internal and external Business Units.

· Prepared work schedule for department employees.

· Provide monthly report of sick leave, casual leave, annual leave and absentees to the Management.

· Managed Employee’s annual leave calendar of the Department. 
· Prepared comprehensive reports of the Warehouse, Store and Stationary. 

· Raised local purchase order for stationary and other office requirements in Oracle.
· Processed all invoices on time for payment to the Finance Depart, and checked the delivery notes for accuracy. 
· Managed, supervised and follow up the given work related to store and warehouses, including contract renewal and DEWA Bills.
Finance Department

· Worked on Daily Expenses and Petty.

· Organized all employees’ personal record and update their Portfolio.

· Assist The Financial aids on Special assignments and procedure.
·  Assist in preparing Reports of Mid. Term and Annual Expenses of the Department.
· Develop a good working relationship with other departments and all employees.
Academic qualification

· MBA Finance



         NUMLS Islamabad.
             
3.84 CGPA.


82% marks 1st Position.


2008-2010

· Bachelor of Arts


         University OF AJK. 
           
2nd Division

2006-2008
· HSSC                                                    
BISE Mardan.

A Grade


2003-2005
· S.S.C.                                                    
BISE Mardan.

A Grade


2002-2003
Computer Skills and professional qualification

· Full and complete command on MS Office and MS Excel.
· Internetworking, HTML, C++, and Short Financial Tools.

· Full command on financial software’s like Double Entry Accounting System, ERP.

Languages
· My speaking, reading, and writing of English language is fluent.
·  I have good communication skills in English, Urdu and Pashto.
·  2007 International English Language Testing System
 IELTS ACADEMIC


Personal details

Nationality

:
Pakistani

Date of Birth

:
30th November 1987
 
Marital status
:
Single
Visa status

:
Visit Visa
Availability
Will be Available at your Review.
Additional details & Experiences

· Project on EPS Evaluation of Fertilizers Companies in Analysis of financial Statement.

· Project on Working in the Stock Exchange Islamabad in Portfolio Investment and their Management.

· Best Performance award from the University and Khubaib Foundation for arranging a successful seminar for them.

· Work with STARS NGO’s as an Executive Finance during IDP’s Migration.
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