RESUME

[image: image1.jpg]



CV No: 1112850
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686


Experience:
Organization: International Construction, Lahore
Designation:  Accounts Officer/Assistant Admin Officer (3years)
Location: Lahore, Pakistan
Job Description:

• Maintaining project-related records
• Reviewing and approving supplier invoices
• Making salary’s of working staff.  

• Looking for areas to cut the cost of the company. This helps in gaining profit
• Making monthly and quarterly reports
• Monitor the system for machinery break down or errors in performance.
• Managing the office equipment, material and machinery for site work 
• Continuous management and support of budget and forecast activities.
• Ensure accurate and appropriate recording and analysis of revenue and expenses. 
• Managing the whole record.
• General accounting including preparing journal entries, maintaining balance sheets    
   ledgers, account & bank reconciliations.

• Auditing the different site projects


Education: 
Degree Name: MBA Finance
CGPA: 2.33

Institute: National University of Modern Languages Islamabad, Pakistan
Session: 2008 – 2010           
Degree Name: Post Graduate Diploma in Information Technology
Institute: Govt. College of Science, Multan (PITB)
Degree Name: Bachelor of Arts
Institute: Bahauddin Zakariya University Multan, Pakistan
Majors:  Economics, Psychology & Arabic


Skills:
                     Skill Name                        Level                      Last Used

                      MS Office                    Very Good             Currently Working

 I can complete work in Microsoft office, excel, power point, picture manager, Internet and others computer application.

                       Driver                          Very Good             Currently Working
I have a valid Driving License   

I can drive Suzuki Mehran, Cultus, Bolan, Ravi, Toyota XLI, GLI, Helix and Prado     

Internship:
Eight weeks internship in MCB Bank Khanewal road Branch, Multan I worked in Costumer Service, Remittance & Clearing Departments.



Additional Information: 

Attending workshop of National Productivity Organization, Pakistan
Surfing internet, reading books, play cricket, Singing. 


  Languages:       
	Language
	Read
	Write
	Speak      
	Typing

	English
	Easily
	Easily
	Easily
	40 (WPM)

	Urdu
	Easily
	Easily
	Easily
	40 (WPM)


