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	CV No:  1069968
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVE
Seeking a Secretarial/Bookkeeping position in which I can utilize my extensive office management, communication, and accounting skills to benefit the organization. Dedicated & Enthusiastic professional with almost Five year experience in different industry segments in Pakistan. I have practiced my knowledge and strong educational background in different areas of accounting and finance. Possess strong communication skills, expertise in different IT software (Advance Excel, Peachtree, Quick book, Tally etc.) and excellent interpersonal skills.
EDUCATION
Masters (Marketing)                                                                    2011 –  2013
University of Punjab, Pakistan
CA (Chartered Accountant) (Foundation)                             2007 –  2010
College of Accountancy and Professional Studies, Pakistan
B.COM (Commerce)                                                                          2007 

Punjab College of Commerce, Pakistan
I.COM (Commerce)                                                                           2005
Punjab College of Commerce, Pakistan
Matric (Computer Science)                                                              2003 

Sheikh Khalifa Bin Zayed Arab Pakistani College, U.A.E
PROFESSIONAL COURSES

· Short Course on Negotiation and Persuading Skills form Institute of Marketing and Sales.

· Workshop on Effective Communication form Alpine College of IT

· A week workshop on OPERATION MANAGEMENT from  IMS
· Two day training on ISO 9001:2008 Awareness from The Quality Resource Company

· Two day training on Internal Auditing from The Quality Resource Co.
PROFESSIONAL EXPERIENCE

Designation:


Assistant Accountant
Duration:


2009-11 
Job Responsibilities:

· The well known Government organization in supplying of electricity. Worked on ERP Oracle.
· To Book the Sales Invoices, Correspondence with Receivable Parties as per Credit Terms and Maintain the documentation for the same and update Receivable Ledger on Receiving Payments.
· Booking of A/R Entries, Correspond with Suppliers and Respond to Queries in a timely & accurate manner, Review Invoices &requisition for goods & services, verify that transactions comply with financial policies and procedures. 
· Holding the responsibilities of Cash Management, Accounts Payable, Account Receivable and General Ledger modules.

· Prepation and explanation of reports to Finance Manager.
· Prepare invoices, payment vouchers and recording of journal entries on daily basis.

· Passing adjusting and closing entries at the end of periods.
Designation:


Coordinator Cum Accountant

Duration:


2006-09
Job Responsibilities:



· To coordinate with the clients and consultants regarding the ISO consultancy projects

· To make the Utilization of consultation as per the projects

· To coordinate the training activities with the marketing department and make arrangement for all the trainings to be held smoothly.
· To manage and record all the documents provided by the clients and consultants. 
· Accounting and analysis of various general ledger accounts.

· Generate, review, analyze and communicate financial data.
· Preparation of fixed asset register.

· Ensure an accurate and timely monthly, quarterly and year end close including accruals and depreciation.
· Accounting for Miscellaneous billings and collection of accounts receivable.

PERSONAL DATA

Gender



Male

Date of Birth


26, Sep 1986

Place of Birth

               Abu Dhabi, U.A.E
Marital Status

               Single

Languages


Urdu, Hindi, English, Punjabi


	Tasks
Detail-oriented worker with administrative experience.
Successfully implemented innovative scheduling system to more efficiently organize meetings and travel schedules.
Projects / Seminars
Career Development

Team Building

Launched New Product In Market

Emplayee and Emplayer Rights
Pakistan Educational System

Abilities

Oral Comprehension
Oral Expression
Problem Sensitivity
Written Comprehension
Written Expression 

Speech Recognition 

Speech Clarity 

Information Ordering
Knowledge 

Principles of Accounting and Finance
Financial Statements
Strategic Market Planning
Project Planning

Advertising

Direct Marketing

Market 4 P’s 

Research and Development

English Language 

Education and Training

Computer and Professional Skills
Possess a good command on    

Software Product of Oracle E-Business Suite

Peach Tree Accounting Software

Tally Accounting Software
Quick Book Accounting Software
SEO & SMM (Search Engine Optimization & Social Media Marketing)

PSTC (Presentation Skills & Training Course)

· Group Discussions

· Long & Short Presentations

· Script Reading

ESOL (English for Speakers of Other Languages)

· Listening

· Writing

· Speaking

· Reading

CCPT (Computer Course Practical Training)

· MS-Office

· Adobe Photoshop

· Internet

· Network Facilities

Other Expertise
Command on English Language

(excellent writing, and communication skills) Managerial skills.

Broad vision of customer care & satisfaction.

Creative approach towards organization’s scopes of work. 

Always looking forward to take challenges.

Target achievement and professional commitment is prime motive.
Core Competencies
Good Communication and Analytical Skills

Able to Work Effictively Under Pressure/Stress
Honest, Punctual and Reliable

Fast Learner

Punctual


