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CV No: 699048
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Objective:
“To obtain a position in your organization that will enable me to use my strong organizational skills, educational background, and ability to work well with people to heighten the organization”

PROFESSIONAL EXPERIENCE:
· Foundation Pakistan.


JOB TITLE:  Finance and Admin Officer

Experience: (June 2010 to Up to August 2012)

Responsibilities: 
· Providing comprehensive financial services including vouchering and final financial    
reporting,
· Budgeting and financial management.
· Bank Reconciliation.

· Cash handling. 

· Purchasing, procurement, and contract with vendors.
· General administrative services,
·  Working with management on planning organizational needs, and preparing financial plans.

· Mushtaq and Co. Chartered Accountants Lahore Pakistan.

JOB TITLE:  Internee (Auditor)

Experience: (June. 2008 to Aug. 2008) 

Responsibilities:        
· Using a variety of software packages, such as Microsoft Word, Outlook, Power point, Excel, 
Access, etc., 
· To verify correspondence, documents and records 
· To verify the financial entries;
· Posting of Financial entries;
· To verify the stock availability as per ledger records;

· Physical verification of the assets;

EDUCATION:
 Year 
              Description

	2005-2009                   
	Bahauddin Zakariya University, Multan, Pakistan.

 Bachelor of Business Administration * CGPA: 3.00/5

	2003-2005
	Board of intermediate and Secondary Education Pakistan

IMSIT Computer College * Grade : B 

	2001-2003
	Board of intermediate and Secondary Education Pakistan

Little Scholars School      * Grade : B
(Fully Expert in Data Entry, MS Word, Excel, Power Point, Out Look etc)


aCADEMIC ACHIVEMENTS:
· Having values and promotes ethical business behavior, highly self-motivated, enthusiastic and 

Able to work independently, excellent verbal and written communication, strong presentation

Skills.
· Active member of University Executive Forum, organizing charity fundraising events and 

       day Trips.
MAJOR COURSES:
Consumer Behavior, Business Communications, International Business, Analyze the Financial statements, Organization Behavior, Accounting, Marketing Management, Principles of Marketing, Human Resource Management,.
COMPUTE LITERACY:
· Proficient and extensively use Microsoft Windows XP, MS. Word, Excel, MS Outlook,
Power Point, Outlook 2003/07, Urdu-In-Page 2000/XP. Etc
·  Efficient in Internet Browsing, Scanning, Printing, etc

· Hardware Assembling & Software Installation. 
Other Skills:
· Knowledge of office administration and bookkeeping procedures

· Knowledge of council and committee systems

· Ability to maintain a high level of accuracy confidentiality concerning financial and 

· Employee file.

· Effective written communications skills

· Computer skills including the ability to operate spreadsheet and word processing programs

· Stress management skills, Time management skills.

· Ability to speak the English, Urdu, Punjabi Languages.
Personal Information:

· Born 22-Sep-1988; Pakistani Citizen; Single,
Reference:
· Personal & professional references, academic certificates will be furnished upon request.
