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	Profile


Objective: To get a position in organization where I can learn and contribute positively towards the success of the organization.

Strengths:

Enthusiastic, Goal-directed, Dependable, Highly energetic, Punctual, hard working, have an ability to pick very early, capable of working under extreme stress conditions, professionally committed to the given task & strongly believe in team work.
	Personal Information


Date of Birth: 19th December 1986

Qualification: MBA Finance

Experience: 3 years 9 Months
Visa Status: Visit Visa, 
Nationality: Pakistani
	SUMMARY OF Skills 


· Strong accounting knowledge and background.

· Detail oriented and efficient 

· Strong analytical ability

· Excellent customer service & communication skills.
· Proficient in Microsoft Office , Word, Excel, Power point

· Knowledge of Peach Tree, Tally, Quick Book

	EDUCaTION


Master of Business Administration 2010 (MBA Finance)
Comsats Institute of Information and Technology 

Semester Project:
· Bottleneck Operations of Halal Textile Ltd.

· Financial Analysis of Askari Bank Ltd.

· Level of rivalry of Honda Automobile Company.

· Developing a business plan.

Bachelor of Commerce 2007 (B.COM)
University of Punjab, Lahore
	EXPERIENCE


Industries
Duties:
· Oversee all aspects of general office coordination.

· Maintain office calendar to coordinate work flow and meetings.

· Maintain confidentiality in all aspects of client, staff and agency information.

· Monitor and assist with maintenance of the organization’s website.

· Interact with clients, vendors and visitors.

· Answer telephones and transfer to appropriate staff member.

· Open, sort and distribute incoming correspondence, including faxes and email.

· Prepare responses to correspondence containing routine inquiries.

· Perform general clerical duties to include, but not limited to, bookkeeping, copying, faxing, mailing and filing.

· File and retrieve organizational documents, records and reports.

· Coordinate and maintain records for staff, office space, telephones, parking, company debit card and office keys.

· Coordinate and direct office services, such as records, budget preparation, personnel and housekeeping.

· Create and modify documents such as invoices, reports, memos, letters and financial statements using word processing, spreadsheet, database and/or other presentation software such as Microsoft Office, QuickBooks or other programs.

· May conduct research, compile data and prepare papers for consideration and

Presentation to the Executive Director, staff and Board of Directors

· Set up and coordinate meetings and conferences.

· Prepare agendas and make arrangements for committee, Board or other meetings.

· Interact with the organization’s Board of Directors.

· Attend Board, committee meetings or other meetings as requested in order to record minutes.

· Compile, transcribe and distribute minutes of meetings.

· Make travel arrangements for staff, board and volunteers.

· Collect and maintain inventory of office equipment and supplies.

· Research, price and purchase office furniture, equipment and supplies.

· Arrange for the repair and maintenance of office equipment.

· Support staff in assigned project based work.

· Assists in special events, such as fundraising activities and the annual meeting.

· Assist with overall maintenance of the organization and its offices.

· Other duties as assigned by Executive Director.

Al Rehman International



     

          Duties:
· New Hire Employee Processing.

· Employee Bonus, Leaves, Insurance, Graduity, Expenses Record Maintenance.

· Managing Timesheet and Expense Application.

· Adding New Hire into timesheet application on timely manner.

· Drafting and releasing New Hire Welcome email as soon as New Hire is added into timesheet application.

· Disabling existing employees from timesheet application on notification.

· Enabling and disabling weekdays and weekends OT tabs for employees on managers’ request.

· Resetting Timesheet Application’s passwords for employees when requested.

· Making corrections into employees’ timesheets on request.

· Approving Timesheets on cut off date on behalf of Managers.

· Administrating Furloughs of all salaried employees.

· Communicating employees via email & phone and advising them not to avail furloughs in the coming pay period if they have accelerated furloughs.

· Payroll Management.

· Audit of the payroll reports.

· Identification of negative or unusual Sick, Vacation and Float balances in All Out Reports.

· Notification of Timesheet and All Out Reports discrepancies to Payroll Administrators through a Discrepancy Report.

· Cross Audition of exported hours in Payroll Reports against hours posted in Electronic Timesheet.

· Adjustment of employees hours based on employees Manager or Payroll Administrator’s directives.

· Adjustment of employee furloughs based on employees grade.

· Entering employees’ hours from manually submitted timecards.
	Internship


Askari Bank                                                                                                    Jun 2009 – Aug 2009 
Habib Bank                                                                                                            Oct 2007 – Nov 2007
