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	· Personal Statement


A lighting approach with professional outlook of accounting management world knowledge and enhanced communication skills that will impress new and existing clients. I am studying Professional Qualification in CIMA and aim to complete within year 2014. I am always eager to learn something new within very short time and achieve given targets.

	· Professional Qualification


	CIMA – Certificate in Business Accounting
	2011 - Present


6 exemptions from CIMA Exams (C01 - C04, F1 and F2)

Studying C05 and expected to complete – 10 September 2012
	· Education


IELTS – ENGLISH LANGUAGE PROFICIENCY


                 2011
	University of Hertfordshire, Hatfield – U.K.
	2007 to 2010


Third; BSc (Hons) in Accounting and Management Information Systems
	American College of Dubai, Dubai – U.A.E.
	2005 to 2007


Associate Degree in Business Administration
	The Cambridge High School, Dubai - U.A.E.
	2001 to 2004


7 IGCSEs, including English, Maths, Accounting, Economics, Business Studies, Information Technology, Urdu
	· Skills


· Confident and advanced user of Microsoft Office Suite
· Excellent communication skills, both written and oral
· Ability to manage own time and prioritise workload
· Mathematical / Analytical skills and conceptual thinking
· Leadership/Management Skills
· Multicultural Sensitivity/Awareness.
· Problem-Solving/Reasoning/Creativity.
· Strong presentation skills
· Conscientious approach to workload
	· Experience


	United Forex Limited, London
	Oct 2010 – Apr 2012


Accounts Executive & Dealer 
I was working as a Accounts Executive & Dealer for Foreign Exchange Company based in Central London. I have gained valuable experience in preparing financial accounts and payroll administration for decision making and growth of the business. As well as dealing with retail and wholesale clients for smooth growth of the organisation.
• Assisting Managing Director and Financial Advisor for potential growth of the business.
• Preparation of financial statements such as Balance Sheet, Profit and Loss Statement, and Cash Flow Statement.
• Preparation of monthly management accounts such as cash book, Sales ledger, purchase ledger, credit control, sale and purchase analysis, and monthly reports for decision making, Reconciliation statements and PAYROLL ADMINISTRATION.
• Ensure foreign exchange requests are handled promptly and efficiently by assigning rates to client trades and offsetting market prices.
• Develop and maintain professional working relationships with clients and employees.
• Ensure client confidentiality is maintained and regulatory conditions and credit risk are observed at all times.
	New Dawn Hotel, London
	June 2009 to July 2010


Receptionist
I worked as a part time hotel receptionist as well as over all in-charge of operations, based in Bayswater London. My responsibilities include all duties as a Hotel Receptionist, ensuring high standard of service is provided promptly to guests in a courteous and professional manner at all times.
• To operate the reservation system and able to navigate to all required sections of the system. Perform Reception daily duties and tasks to the highest standard and greeting guests at arrival followed by check in procedures.
• Ensuring check-out guests accounts are settled appropriately and gently and handle guests’ criticism, both positive and negative, in a professional manner and direct to appropriate management as required.
	Jumbo Electronics Corporation Dubai 
	 Dec 2006 to Feb 2007


SONY Sales Advisor
As a sales advisor for one of the world’s leading brand SONY. Appointed for Sony products during Dubai Shopping Festival authorised distributor and retailer in the Middle East region. I was in-charge for all sales of entire SONY products to customers individuals and various corporate clients.
	Aziz Exchange Company, Dubai - U.A.E.
	July 2004 to Sept 2005


Administration and Accounts Trainee
During this period of employment, I was employed by one of the oldest Money Exchange Company which was established in the year 1980. My main role was to handle key accounts with involvement of office administration duties.
• Documents handling of day-to-day receipt vouchers and account review for expenditure.
• Purchases and sales of foreign currency and recording it through currency exchange software – "SYMEX" for bureau de change.
• Develop, maintain, and analyze budgets, prepare periodic reports that compare budgeted costs to actual costs.
• Monitoring staff and company expenses.
• Assisting with the preparation of accounts and looking after all financial transactions, budgets and payroll.
	· Hobbies and Interests


I am very much interested in pursuing professional qualification in CIMA, as I have received exemptions from 6 Papers.
Currently learning and using Sage Bookkeeping Stage1 an 2, Sage Instant Accounts & Sage 50 Accounts
Member of the Student Mentoring Project at the University of Hertfordshire, assisting mostly new University Staff to operate various devices, computer equipments and software for learning resources.
	· References


References are available on request. 
[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]


[image: image6.jpg]



