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CV No: 5922 

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686


OBJECTIVE
· Seeking suitable position where, achievement orientated experience in managing responsibilities of Customer services, handling queries & complaints, Administrative Financial Transactions, Accounting, Reconciliations, daily basis Bookkeeping, Expertise on the Monitoring & Evaluation can be utilized in terms of organization’s financial control & business growth and profitability.
· Able to have priorities and spread tasks reports to high standard.
TRAININGS / INTERNSHIPS/PROJECTS
· Peachtree Accounting Software - training program - 2013
· MCB bank Limited Pakistan, 2 months internship - 2011
· Citi Bank N.A Pakistan, 2 months internship - 2007
· HBL Bank Limited, 2 months internship – 2005
· Data Entry (1 Month project)-  Management & Development Center, Hyderabad- Pakistan
EDUCATION
· MBA -Masters of Business Administration (Finance) IMSA- University of Sind, 1St  Division, 2011
· B.COM- Bachelors of Commerce, University of Sind, 2nd Division, 2006
WORK EXPERIENCE
Support Program (NGO), Hyderabad- Pakistan
Admin and Accounts Officer, Sep 2010 to June 2012
RESPONSIBILITIES
· Handling record of petty cash, utility bills and office operations.
· Manage and maintain record of petty cash, utility bills and office operations.
· Maintain the attendance and leave records.
· Responsible for supervision of support staff, guards, Cleaners and drivers, kitchen
staff.
· Ensure Building lease agreement files update and payment process timely
· Check and verify all the claims submitted by the staff for reimbursement.
· Preparation and monitoring of budget of field project and facilitating staff salaries.
· To deal with all Banks related transactions.
· To facilitate the preparation of financial report.
· Continuous analysis and monitoring of the financial situation. 
· Role as cashier for cash disbursements made on site.
· Maintain and allocate the office Equipment and vehicles procedures.
· Maintain separate books of accounts i.e. Cash book, Bank book and ledger.
· Obtain proper quotations and attach with all the procurements and verify prices 
 case-to-case basis.
· Ensure that all assets and inventory items are assigned property numbers.
· Monitoring maintenance of office equipment.
· Any other task assigned by the supervisor.
SAMRAH - House of Learning, Hyderabad- Pakistan
Accounts and Administration Officer, Sep 2008 to Aug 2010
RESPONSIBILITIES
· Manage and maintain record of petty cash, utility bills and office operations.
· Maintain the attendance and leave records.
· To deal with all Cash & Banks related transactions.
· Handling the Supporting & administration staff.
· Disbursement of Salaries, handling claims to be reimbursement, also responsible for filing, storage and security of documents.
· Responsible for recording of DTD transaction, Continuous analysis and monitoring of the financial matters. 
· Maintaining Environment of Institute.  
· Providing administrative support to academic team of lecturers & teachers.
· Organizing and scheduling classes.
· Student Co-ordination also dealing with queries and handling complaints.
Abu Dhabi Commercial Bank, Dubai-UAE
Sales Officer,April 2008 to Aug 2008
RESPONSIBILITIES

· Developing Business for Bank Consumer Products (Credit Cards)
· Visit frequently for available current opportunities for Bank’s products
· Complete interaction with new customers and brief fully about products
· Collecting customer information and complete documentation regarding any case

· Solve thoroughly customer compliance and complaint issues
· Prepare customer feedback reporting on daily basis
KEY SKILLS
· Queries handling
· Analytical skills
· Communication skills
· Organizing skills

COMPUTER LITERACY
· Certified in Office Automation - Microsoft office (Word, Excel, PowerPoint)
· Windows operating and installation XP/Vista/windows7/windows8
· Hardware & Software Trouble Shooting
· Internet browsing 

PERSONAL INFORMATION


Date of birth

:
26 January 1987
Nationality

: 
Pakistan
Visa Status

:        
Visit Visa 
Availability

:
Immediate


Language skills: Fluent in English, Urdu, Siraiki and Sindhi.
References available upon request
