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	Objective:  
	To enhance my professional skills and experience in this competitive professional environment.

	
	I want to be a part of a prestigious company and contribute to its growth and advancement by utilizing my qualification, experience, skills and knowledge.

	Education
2005-2007
         
	University of Karachi, M.E.F. Masters In Economics & Finance,

Division: 1st

	2002-2004
	University of Karachi, Bachelor in Commerce
Division: 2nd 

	
	

	Experience

10/2009-12/2011
	Nova Leathers (Pvt) Ltd                                         Assistant Manager Merchandising
Major Responsibilities: 
· Co-ordinate in formatting the policy and procedures to achieve the monthly, quarterly and annual Sales Targets.
· Prepare the Merchandise plan as per the Season like summer, winter and Eid etc.
· Initiate all efforts to maintain the Inventory levels of respective product categories in optimum levels, Plan and activate necessary steps to sell products via various Offers and Promotions and dispatched new  & running samples variety with price list to pipeline & prospects customers.
· Product pricing for new product, review items price list on weekly basis and keep up to date customers with any change in price, 
· Daily Product requisition, following up the item or lots movement in production part to make sure ship or dispatch standard quality on time to customers, Analyze sales information, and work out on sales targets and plan how to increase profits.

· To involve working closely with buyers. Also negotiate a price, order the goods, agree a delivery date, complete all the necessary paperwork, and keep in touch with customer to make sure them the goods will ship on time.
· Planning delivery timetables, monitoring stock levels using computer databases, tracking the movement of goods through depots, overseeing the ordering and packaging process ready for dispatch and the shipments.

· Correspondence with Customers and facilitate them regarding items queries and procedures.
· Prepare Cost Sheet, Material Requisition, Purchase Order, and issuing Pro-forma Invoices.
· Following up production Program. Coordinating with merchandising manager, also handling the export documentation like sales Invoice, Custom invoice, packing list and AWB or B/L .All other Tasks which are assigned by our merchandising manager. 


	10/2008-07/2009
	Sajjad Associates (Dairies & Feeds)                  Assistant Accounts Manager 
Major Responsibilities: 
· Operate Oracle Base Software to Maintain Book of Accounts 

· Preparation of voucher, Closing of daily & monthly cash Receivables & payable A/C            

· Managed all vehicle and other assets of company     
· Payroll preparation and managed the advances & Loans.

· Perform data entry works and posting daily transactions in the books of accounts.   
· Monitor and review accounting and related system reports for accuracy and completeness, Resolve accounting discrepancies.

· Managed Customers and Venders ledger, managed expenses account.

· Bank reconciliation, managed the advances & Loans.

· Performed general office duties and administrative tasks.



	01/2007-05/2008
	Prudential Securities Limited                         Assistant Accounts Manager 

Member of KSE & LSE (Karachi & Lahore Stock Exchange (G) Limited)
Major Responsibilities:
· Operate accounting software to maintain Debit, Credit & Journal Voucher.

· Maintain client’s ledger balance.

· Prepare cash book and Ledger.
· Review and Reconciliation of Bank Statement. 



	06/2005-05/2006
	Haroon Associates                                     Assistant Accountant 
Accountancy Consult Firm
Responsibilities: 
· Operate Peach Tree Accounting Software to Maintain Book of Accounts 
· Preparation of Debit, Credit and Journal vouchers. 

· Bank Reconciliation

	SKILLS AND

ABILITIES
	· Mathematical ability - to work out budgets and understand sales figures, the ability to understand what customer wants.
· Business sense and negotiation skills, the ability to work well in a team.

· To be well organized and good at planning, good written and spoken communication skills.
· Creative flair, the ability to cope with the pressure of fast-paced work.

· Good problem-solving and numeracy skills, Attention to detail. Confidence in using computer packages, such as spreadsheets and databases.
· Excellent computer skills with proficiency on computerized Back Office software i.e. Peach Tree, Tally Account, Oracle Base Software, MS Office, Trouble shouting, installation, assembling, hardware configuration Skills.

	OTHER COURSES
PERSONAL

DATA


	Certificate in MS Office
Korean Computer Institute.
Certificate in Textile Designing
Sadequaine Institute of Art 

Marital Status         Single
Nationality             Pakistani

Religion                  Islam

D.O.B                     18-Decemeber-1982


	REFERENCES
	Available upon request.


