CV No: 1096956
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Objective

To obtain a position in dynamic and progressive organization that would provide me ample opportunities of diversified exposure where I can enhance my professional skills and career.

Professional Experience

Junior Officer (Trainee) 





June 2011 to March 2012

Recently worked in Leading company as Junior Officer (Trainee) in dispatch department at the field from June 2011 to September 2011.Than transferred on a project at Maple leaf Cement (Mianwali) as a sales auditor under the supervision of APCMA (All Pakistan Cement Manufacturing Association).

My responsibilities were the following
· To maintain daily record of sales on weekly and monthly basis.

· Check each and every vehicle physically dispatched by the Maple sales staff regarding area and quantity wise.

· Send report on daily basis to APCMA.

· Strongly followed the Quota assigned by the APCMA for the sales of cement.

Patient Facilitator 






September 2009 to April 2010

Worked in International Hospital, Islamabad. (A two hundred bedded hospital) providing health services in the Capital of Pakistan with a motto of “Quality Health Care Services”. 

Some of key job duties were:
· To prepare revenue sheet on daily, weekly and monthly basis.

· Managed record of consultants share on monthly basis & distribution as well.
· To check discharged bills on daily basis.
· Calculation, deduction and submission of tax to relevant department.
· Dealing with corporate clients for billing.
· To co-ordinate with external auditors regarding audit matters.

· Worked as a cashier.

· Part of team working on hospital management software (Shoukat Khanum Hospital) regarding patient registration and billing.
· Handled queries of patient regarding bills.
Cashier









July 2009 to September 2009
Restaurant "1969 & time goes on " Shakarparian Islamabad is a new project of  Al- Hamdolillah foods that is running a large number of  ice cream parlors throughout Punjab with the name of "Gilato affairs".

My job responsibilities were:
· Cash Handling 

· Maintaining record of employees attendance as well as their leaves.

· Dealing with suppliers regarding their payments.

· Maintaining sale report on daily basis and reporting to head office.

· Distribution of salary at the month end

· Final settlements of employees.

· Petty Cash 

· Working as a front desk officer.

· Direct reporting relationship to admin/finance manager.

· Assistance in Profit & Loss reports at the month end.
Accounts Assistant





September 2005 to August 2008
Shifa International Hospitals, Islamabad, is well renowned hospital. A number of  Lab pick up points and Referrals centers are present  in different cities in which they are serving the people .It is one of the  Second major hospital in the Pakistan with all the latest equipment and techniques.

My key job responsibilities were:
· Maintained all procedure of Salaries of employees.

· Worked on Payroll Software by (Sidat Hyder Morshed Associates, Oracle Based). 
· Prepared payroll of two thousand employees on monthly basis.
· Data entry in payroll software of new employees as well as appraisal and other adjustment of salaries.

· Handled different tax related issues, related to payroll as well as other accounts matters.

· To prepare monthly statements of tax.
· Coordinated with E.O.B.I to register new employees and monthly challans.

· To manage all salary and allowances of employees on monthly basis.

· Distribution of cash salary to employees at month end.

· Wages distribution to daily laborers on weekly basis.

· Preparation of final settlements of employees.

· To prepare journal vouchers at the month end.

· Bank reconciliations of different bank accounts

· Conducted new employee orientation about Payroll, E.O.B.I registration and tax. 
· To practice rules and regulation set by hospitals management.

· Part of team doing stock takings of Shifa (pharmacies, stores) on quarterly and annually. 

· Worked with internal and external auditors.
Education / Qualifications
B.Com. (IT)










2005

Punjab College of Commerce, Rawalpindi 

(University of the Punjab)
Intermediate of Computer Science (ICS)



2003
Computer Science
Board of Intermediate and Secondary Education, Rawalpindi

Matriculation









2001
Science subjects
Board of Intermediate and Secondary Education, Rawalpindi
Computer Skills
· Microsoft Office (Word, Excel, Outlook)
· Windows XP, Windows 7 and Software Installation
· Internet Browsing and surfing
Strengths
· Committed professional who can work independently as well as in team 

· Good learning ability

· Can meet deadlines
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