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Mudassar Rehman
	Address
	
	Visit Visa
	Dubai, United Arab Emirates

	Telephone
	
	Primary
	+971-52-6277927

	
	
	Secondary
	+971-55-9797687

	E-mail
	
	Personal
	mudassarraja07@gmail.com
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A young aspired Professional who has almost 4 and a half years of experience in diverse fields ranging from accounting, sales, general management to asset management. The diverse exposure of various industries complemented with suitable qualifications has equipped me with the capability to objectively analyse business issues with excellent attention to details. Good communication and interpersonal skills help in communicating and coordinating effectively. Capability of managing challenging tasks as my education and practical experience helped me to evolve my skills in order to complete tasks ahead efficiently. I am especially effective in organising workloads and working under pressure. I am passionate to take initiative and to formulate appropriate responses for the improvement of company operations. Developing a comprehensive strategy for the task and delivering high quality performance for the success of the company are primary priorities.
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PROFESSIONAL QUALIFICATIONS
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	Particulars
	
	Institute
	
	Year
	
	

	
	
	
	
	
	
	
	

	Master of Business Administration (Finance)
	International Islamic University of Islamabad
	2013
	
	

	
	
	
	
	
	

	Bachelor of Commerce
	1st/ Division
	University of Gujrat Pakistan
	2009
	
	

	
	
	
	
	
	

	Intermediate of Commerce
	1st/ Division
	Federal Board of Intermediate Islamabad
	2007
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PROFESSIONAL EXPERIENCE
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Haral & Company



4 Years
Introduction:
Haral & Company is a construction company and Real Estate agency. Company mainly acquires government
contracts of roads, bridges and as well as has own residential societies which are developed and some are
under developing like GREEN HILLS, MARGALLA Residential society.
Designation:
Accounts Officer
Reported to:
Manager operation and accounts officer
Responsibilities:
  Processed invoices, payments, journals vouchers and employee reimbursements.
· Verified items billed against items ordered and received and reconciled different with follow-ups. 
· Make venders payments and accounts work related to payroll. 
· Reconciled accounts payables and accounts receivable to the general ledger monthly. 
· Composed routine letters and reports using guidelines and instructions of the work area. 
· Performed monthly bank reconciliation for the approval of finance manager. 
· To respond to employees regarding their salary issues who are on third party contract. 
· Make the files and documents arrange after a week in accounts department and shift them to store. 
Prime Minister Secretariat
1 Year
Introduction:
Organization need to process a rapidly growing amount of information. Data entry and information
processing workers help ensure the smooth and efficient handling of information. By tying text, entering
data into a computer and performing other clerical duties.
Designation:
Data Entry Officer
Reported to:
Senior Admin Officer.
Responsibilities:
  Prepare source data for computer entry by compiling and sorting information, establishing entry
priorities.
· Maintain data entry requirements by following data programs techniques and procedures. 
· Verifies entered customer and accounts data by reviewing, correcting, deleting, or re-entering data. 
· Tests customer and accounts system changes and upgrades by inputting new data, reviewing output. 
· Contributes to team effort by accomplishing related results as needed. 

	
	Bank AL-Falah Limited Islamabad Pakistan
	1 Years

	
	Introduction:
	Bank Alfalah Limited is a private bank in  Pakistan owned by the  Abu Dhabi Group. Bank Alfalah was

	
	
	incorporated on June 21, 1997 as a public limited company under the Companies Ordinance 1984.

	
	Designation:
	Business Development Officer
	

	
	Reported to:
	Relationship Manager
	

	
	Responsibilities:
	  Prepare weekly small expenses sheet of bank.
	

	
	
	  Dealing with newly bank customers
	

	
	
	  Selling of different packages relating to loans, Auto mobiles.
	

	
	
	  Making Calls to existing customer for more business.
	

	
	
	  Encourage customer for purchasing Insurance scheme.
	

	
	
	  Develop business of Bank bring the new customer.
	

	
	
	  Open new bank accounts.
	

	
	
	  Attend walking Customer at Bank.
	

	
	
	  Prepare daily, weekly, attendance report of employees.
	

	
	
	  Bank dealing
	

	
	
	
	

	
	NEBOSH
	
	

	
	Course:
	NEBOSH
	

	
	Institute:
	National Examination Board in Occupational Safety and Health (UK)
	

	
	Details:
	Increase health and safety awareness at all levels within the organization. Investigate and report on all

	
	
	serious/critical personal injury accidents occurring to students, staff and/or visitors to the appropriate senior

	
	
	official, and to assist in the investigation of all accidents/incidents that result in substantial damage to

	
	
	vehicles and property. Investigate and report on complaints of hazardous working conditions to the

	
	
	appropriate senior staff & project manager.
	

	
	Course:
	Diploma of Information Technology (DIT)
	

	
	Institute:
	Pakistan Institute of Computer Science Rawalpindi
	

	
	Descriptions:
	Communicating in an IT Environment, Computer Fundamentals, Programming Principles, Systems Analysis,


Applied Communications, Computer Security, Operating Systems, Systems and Database Design.
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 IT PROFICIENCY

· Proficient in use of Microsoft Word, Microsoft Excel, Microsoft PowerPoint. 
Used Microsoft Office packages in real time work environment in my career. Microsoft Office was used for reporting and communication in Haral & Company, Bank Alfalah and PMS. 
· Knowledge of QuickBooks and SAP 
Used CRM modules of SAP at bank alfalah/PMS for receivables analysis and other customer related tasks. Hands on experience on QuickBooks at Haral & Company. 
· Working knowledge of Tally and Peachtree via training. Ability to learn software quickly put me in a unique position to adapt for the changing environment. 
· Expertise in internet surfing and browsing. Ability to filter useful data from the bulk efficiently. 
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 PERSONAL TRAITS

· Strong accounting concepts and financial reporting skills and knowledge. 
· Self-driven with a result orientated approach towards work. 
· Advantageous time management skills with experience of working in time crashed deadlines. 
· Personally good in numbers and also have proven analysis skills at work. 
· Flexibility in learning, rationale and methodology approaching the work. 
· Adeptness to work as an individual as well as in team of any size. 
· Effectual communication and interpersonal skills. 
· Aptitude to learn quickly and think innovatively. 
· Strong ethical stance relating to practical life. 
· Ability to communicate both verbally and on paper in an effective and fluent style in English, Urdu/Hindi, Punjabi. s 
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OTHER DETAILS


	
	Marital status
	Single

	
	Date of birth
	October 14, 1988

	
	Nationality
	Pakistani

	
	Passport #
	HK9153811

	
	Visa Expiry Date
	10 November 2014

	
	Languages skills
	English, Urdu/Hindi, Punjabi



