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JOB VISION
To work in an energetic and positive environment, seeking challenges with an opportunity to utilize training communication and leadership abilities with a diverse background and proven technical expertise will be utilized and advanced with a room for personal development, to enhance success of your organization.
CAREER SYNOPSIS
· Management, Inc. (American Based Collection Company) 
Designation: Team Leader (Shift In-Charge)                                      June 2011 to Sept 2012
Department: Administrative Support
Responsibilities:
· Creating new portfolio on the new accounts and design strategies on settlements.

· Maintain the Ledger of Received Cheques on daily bases.
· Create online patients account in SQL Data Base Server.
· Maintain Overall Settlements records along with creating Incentive plan for Collections.
· Send the billing to the insurance companies, Employers and Attorneys.
· Train new employees on business procedures and assign respective tasks.

· Compose emails and Other Corporate materials.  

· Reporting on overall payments received over the month.
· Assigned Hearings to company attorney against Insurance company in U.S.A Court.
· Ensign Communication (A Shaheen Foundation PAF Company)
Designation: Business Development Executive                                   Nov 2010 to May 2011

Department: Operations
Responsibilities:
· Provide back-office support to Medical Lien Management located in California, CA, USA.
· Create online patients account in SQL Data Base Server.
· Gather patient’s information.
· Maintain the Ledger of Received Cheques on daily bases. 
· Follow-up the referrals till the finalization of the reports.
· Send the billing to the insurance companies, Employers and Attorneys.
· Upload the legal documents & update it on excel sheet.
· Train the New Employee’s on company Softwares.
· MCB Bank Limited
Designation: Verification Officer (EAMU)                                    Jan 2010 to Sep 2010
Department: 
Consumer Product
Responsibilities:

· Monitoring the internal and external risk

· External Visit to detect fraud
· Documents Verification
· Daily Login MIS updating
· Cross verification for internal check
· The Protectors
Designation: Assistant of Accountant                                             July 2008 to Dec 2009
Department: Finance
Responsibilities:

· Audit whole Revenue and Income.
· Responsible for day-to-day entries in Accounts book.

· Close All Credits Bills and generate Invoices on Monthly Basis.

· Prepare the Guest Billing Invoices.
· Cash Handling.

· Posting Invoices and Vouchers in System.

· Maintain Daily Sales Report.

· Managed All Shift Operations.

· Daily Report to General Manager about Revenue and Operations.
· Maintain a ledger account of issue & receive checks on daily basis.

ACADEMIC QUALIFICATION
Masters in Economics: In progress from University of Karachi.
B.Com: Passed Bachelors of Commerce from University of Karachi in 2009.
Intermediate: Passed Intermediate in Science from Karachi Board in 2007.
Matriculation: Passed Matriculation in Science from Karachi Board in 2005.
PROFESSIONAL QUALIFICATION

“Certificate in Information Technology” from Noor college Of Professional Education.
“English Language Course” from House of Modern English.  
COMPUTER SKILLS
Operating System: Windows 98, 2000 Pro, XP, Windows, Windows 7

Software Program: MS Office, SQL, Adobe Photoshop, Dream viewer, Power Point, Visual Basic. 
PERSONAL S
KILLS

                                                       

· Creative, punctual and hardworking with a professional approach and devoted to be assigned task.

· Self starter, enthusiastic, highly motivated, good learner.

· Excellent communication skills.
· Proactive, Self-starter and be able to work to tight deadlines and have strong interpersonal skills.

· Hunger to go all the way, no matter what it takes.

· Can easily adjust in different working environments.

· Coordinate with the team member.

PERSONAL INFORMATION

Date of Birth

14 August 1988
Gender 

Male

Nationality

Pakistani

Domicile               
Karachi
Marital Status

Single
REFERENCE
                                                       

· Will be furnished upon request.

Visa Status

· Currently available on visit visa.

