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	Career Summary
	A confident, multi-skilled & capable with excellent experience and knowledge of Finance & Accounting, Commercial-Impex, and Banking Operations. Possessing excellent numerical & data entry skills along with a comprehensive understanding of commercial, administrative, banking and accounting procedures. Having a proven ability to ensure that day to day work is carried out in line the agreed policies and procedures and quality standards.
Keen to find a challenging Finance/Accounts/Banking Operations Assistant position with an ambitious and exciting company where I will be able to continue to increase my professional experience & develop my abilities.


	Professional Experience
	Executive officer Finance:  
From September 20, 2003 to Feb 2006 in International Pvt. Ltd. Lahore, Pakistan (Leeds Group of Industries). 

Supporting the business by assisting to produce accurate financial and management accounting information on which financial decisions are based. Also involved in compiling financial reports and analyses, whilst working to strict deadlines. 
Performing all Accounts & Finance activities, which includes as follow:
· Made journal entries. Maintained books of accounts. Processing Sales/Purchase invoices & the upkeep of an accurate accounts inputting to the Accounting system. Preparation and input of month end journal vouchers. Debtor and Creditor reconciliations. Inventory accounting and its verification. Reconciliation of sales ledger accounts and maintenance of old debt accounts. Filing, archiving & photocopying of invoices, statements and correspondence. Bank reconciliation.
· Filling of Sales Tax Returns. Documentation for sales tax refund against export and Filling of Quarterly income tax returns. Managing of Supplier payment aging schedule and related tax reporting. Managing the local sales and accounts receivables and related tax reporting. 
· Assist the General Manager in compiling the final accounts. Conduct for External Audits. Involved in preparing and delivering capital expenditure plans. Assist in the preparation of monthly balance sheet accounts.            Identifying and promoting cost-reducing measures. 
Manager Commercial & Impex 

From March 2006 to 31st August 2006 in Stylers International Pvt. Ltd. Lahore, Pakistan (Leeds Group of Industries). Commercial Responsibilities are as follow:
· Reporting cost analysis for decision making (Make or Buy) fabric/accessories for relevant exports orders to CEO and to ensure timely availability. Planning aging schedule for payment to supplier. Forecasting inventory level and keeping report to CEO. Providing financial, commercial and strategic support to the business. Investigating and resolving supplier invoices under query. Maintaining a desirable level of inventory. Documentation of Import Clearing & Forwarding of shipments. Responsible for the costing & pricing of the products. Supervising junior financial staff. New developments and sampling.
Commercial Banking Officer  

From  September 2006  to September 2008  United Bank Limited Wazirabad, Pakistan
Participation in Training Course:
· Under UBL extensive Commercial Banking Officers Program I participated in one month training on Branch Banking Operations from 18-12-06 to 17-01-07 at UBL Staff College, Lahore, Pakistan. 
· The program covered operational working in General Banking departments including Customer Services, Foreign Trade, Clearing & Collection, Remittance, Cash Management, Audit & Compliance, Consumer Banking Products, ATM Operations and UNI Banking, Western union Software’s. 

Operation Manager  
From November 2008 to Feb, 2009.  United Bank Limited- Wazirabad, Pakistan.

· Supervising operational working of all departments including Cash Department, Remittance, Foreign Trade, Clearing, ATM Operations, Customer Services and Hub Data Centre. Responsible for HO account reconciliation of all area branches. To ensure timely and error free submission of periodical reports to HO and SBP and Foreign Currency reporting to Treasury. Responsible for effective implementation of controls and proper rectification of Audit objections. Management of branch administrative and security issues. Administration of UNIBANK(software of UBL) 

Branch Manager

From February 2009 to April, 2012 United Bank Limited, Wazirabad, Pakistan.
· Supervising a team of 6 members managing overall commercial and operational activities of branch.

· Acquire/achieve product wise allocated deposit/advances/consumers targets. Implement new business initiatives and generate new revenue sources for the bank.

· To ensure that branch operations should be carried out in the laid down procedures of the Bank and Prudential Regulations.

	Achievements                               
	I have been awarded Service Excellence award in 2010. 
I have been promoted in 2011.

	Computer Skills  & Competencies
	D.W.A. (Diploma in Windows Applications) 

Financial Packages: Tally, Eagle Accounting, UNI Bank 2000, Symbol, western Union, Express money, UBL TezraFtar etc. 
Packages: MS Office i.e. MS Wards, MS Excel, MS Power Points,  E-mails,

Special Expertise: Microsoft Excel Applications and Accounting Packages.
Ability to thrive within a fast-paced environment. Pro-active and able to multi-task.

	Education
	MBA (Finance)       2003       [3.74/4.00]             [1st Div]                     80%                  

(Attested from HEC and UAE Embassy)

B.com                     1999-2000                            [1st Div]                     63%                           

(Attested from HEC)

D.com                     1997-1998                            [2nd Div]                   56%                    

Matric                     1996                                     [2nd Div]                   54%

	Bio-Data
	Domicile :                                                           Gujranwala (Punjab, Pakistan)

Date of Birth:                                                      April 21, 1980

Marital Status:                                                     Married



	Languages 
	English, Urdu, Punjabi, Arabic (Beginner)
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