[image: image1.png]


Gulf Job Seeker Executive Level CV No - 848994
http://www.gulfjobseeker.com/feedback/submit_fb.php 

Mobile: 971505905010 / 971504753686
	Objective: 


To put my knowledge to practical use and to gain experience that would help me fulfill my future endeavors and prove myself to be a valuable human resource to the organization I work in. 

	Education:


Masters in Business Administration (MBA Finance)


2006-2008

University of Central Punjab, Pakistan.
Bachelors in Business Administration BBA (Finance & IT)

2002-2006
University of Central Punjab, Pakistan.
Intermediate in Computer Sciences




2000-2002
Lahore Board
Matriculation in Sciences






1998-2000
Lahore Board 
	Experience and Training:


1 Currently working as Report Analyst in Technologies, Premier BPO Project Lahore, from 03August, 2009 to 03 January, 2010 and 01 April, 2010 to 27 February, 2012.(Administration, Secretarial and Finance)
Duties and responsibilities:

· Analyzing the needs and problems within the company

· Developing and implementing policies and procedures

· Developing and implementing various reports to alleviate the problems and improve the business operations

· Training other staff members on using the systems, generating reports, and using the reports to improve efficiency

· Creating and maintaining secure systems for data collection

· Examines and evaluates purpose and content of business reports to develop new, or improve existing, format, use, and control

· Understands and comprehends new system changes as they affect data, reports, and reporting systems

· Communicate with other departments like HR, Admin, Finance, Accounts and operations

· Assisting operations and finance director of the project(working as a sectary/personal assistant)

· Maintaining attendance of the project and keep other departments up-to-date regarding information
· Preparation of commission and overtime and make sure that they are added in the monthly salary
2 3 months working experience at FFC as accountant.
· Handel accounts of FFC MirpurMathailo mess, café, backer and community accounts

· Keep a check on inventory of the store and keep a track of inflow and outflow of the inventory and stock

· Keep a check on mess budget and brief the plant management about the changes in the cost of purchase and its consumption

· Billing to club members

· Bank Reconciliation

· Preparation of accounting statements for the mess, café and management community
3 Work as Report Analyst in Ovex Technologies, Premier BPO Project Lahore, from July 2008 to April 2009.

4 Worked for 6 weeks as an internee at Prime Commercial Bank, Lahore.

 
	Interests:


 
1 Financial Issues, HR Policies, Computer Related Software’s, Forex rates, Stock exchange Index movement and Statistical Analysis. 
2 Watching movies and outing with friends.
	 Computer Skills:


 
1 Microsoft Office XP 2003,2007,2010 
2 Microsoft Visio
3 Net browsing

4 Database Software’s
5 Computer Languages
Expert in MS Office especially in EXCEL (Summing techniques, If's, pivot, macros, lookup, chart, graph, security and many other excel data analysis tools and techniques...) 
	Personal Data:


Date of Birth:
 January 26, 1984

Marital Status:
Single
Nationality:
Pakistani


Languages:
English, Urdu and Punjabi
Visa Status: Visit
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