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CV No: 58374 

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686  
Visa Status: VISIT VISA
CAREER OBJECTIVE:
To obtain managerial career, to achieve goals and objectives by assisting the top management, and utilizing my knowledge of computer sciences and business administration for the growth and profitability of the organization.
ACADEMIC QUALIFICATIONS:

· 2008
  
   MBA (Banking & Finance) 
· 2006                B.A University of Sargodha
· 2004                F.Sc (Pre-engineering) 
· 2001                Matriculation (Science Subjects) 
4 YEARS OF PROFESSIONAL EXPERIENCE
Company                                                :      Industries (PVT) LTD

Position

                                     :
    Accountans Officer
Duration       
                                               :
    Feb 2011 to date

DUTIES & RESPONSIBILITIES:

· I receive purchase demand from all customers and after getting best rates I purchase and sent material to customers on right time.
· I receive all collections from customers and record in systems.
· I collect, Deposit and maintain banks statement in the system.
· I reconcile customers, Vendors and banks statements.
· I manage assets  record of the company
· I prepare monthly salary sheet of all employees and make payment through banks.
· I keep updated record of inventory.
· I prepare and present following operational reports, Employee performance reports, Collection reports, Sale & collection targets.
· I am sole responsible of office administration.
· Preparation of Daily Purchase invoices and purchase report.

· Preparation of Daily Sale invoices and Sales report.

· Preparation of Daily Loss Report.
· Preparation of Daily and Weekly wages report.

· Preparation of Daily, Weekly, and Monthly Stock report.

Company                                                :      UNI LEVER PAKISTAN
Position

                                     :
    KPO(KEY PUNCH OPERATOR)
Duration
                                               :
    FEB 2010 to DEC 2010
DUTIES & RESPONSIBILITIES:

Worked on Uni Lever Software ULTRA and got the following reports from the software
· Update all the HHT’s (Hand Held Terminals) of all DSRs.
· All the reports regarding the performance of DSRs, 
· Target allocation and Target achievement reports. 

· Daily presence report. 

· Monthly, weekly, quarterly and Annually performance reviewing reports.

Company                                                :      MCB BANK LIMITED

· Position

                           :
    Internee
· Duration
                                     :
    JUNE 2009 to AUG 2009
IT SKILS:
· Profiency in Accounting Software Tally

· Proficiency and expertise in MS Office 
PERSENOL PROFILE:
Marital Status……………………………….…Single
Religion……………………………………………Islam

Nationality……………………………………….Pakistani
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