[image: image1.jpg]




CV No: 1243872
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Objectives: 
A dedicated and self-motivated professional with over 3months extensive experience in accounting, administrative and management practices in multinational Company. A master in finance who specializes in identifying and rectifying discrepancies and issues requiring accuracy and attention to detail at all times. Able to demonstrate an excellent working knowledge of international standard and codes appropriate to working in accounting and administrative services with proven ability to ensure full compliance therewith.

Core Knowledge &Key Skills:

♦ Market Analysis 


♦ Excellent Negotiator 

♦ Decision Maker

♦ Team Monitoring


♦ Client Service


♦ Account Management

♦ Confident & self-assured

♦ Work Under Pressure

♦ Good Analytical
PROFESSIONAL EDUCATION

MASTERS IN BUSINESS ADMINISTRATION  (MBA)



Pakistan

University of Sindh.








2011– 2014
Major: Corporative Finance and Banking



BECHLORS IN BUSINESS ADMINISTRATION




Pakistan

University of Sindh.








2008– 2010

Major: Finance ,Management , Business Development

INTERNSHIP PROGRAM

Company Ltd.






Pakistan

Worked as an Internee for Six Weeks.

PROFESSIONAL EXPERIENCE

Pakistan 







Accountant 








Feb 2013 – Jan 2014

Key Performance Highlights:
· Responsible for the preparation of the weekly cash forecast.

· Raising of Inter-company invoices.

· Allocated incoming Inter-company payments.

· Confirming Inter-co balances with other entities and resolving any discrepancies.

· Clearing of AR/AP/GL accounts.

· Monitoring of expense claims sent for payment.

· Balance sheet reconciliation.
· Bank reconciliation.
· Recharge journals as required.

· Received and verified invoices and requisitions for goods and services.
· Verified that transactions comply with financial policies and procedures.
· Prepared batches of invoices for data entry.
· Data enter invoices for payment.
· Process backup reports after data entry.
· Managed the weekly cheque run.
· Record all cheques.
· Prepared vendor cheques for mailing.
· List all vendor cheques in the log book.
· Prepared manual cheques as and when required.
· Maintained listing of accounts payable.
· Maintained the general ledger.
· Maintained updated vendor files and file numbers.
· Print and distribute monthly financial reports.

Computer Proficiency:

♦ All kind of Operating Systems




♦ Internet Resources 

♦ MS Office






♦ Visual Basic

♦ Management information system

Interest:

♦ Playing Badminton





♦ Web Surfing 

♦ Travelling






♦ Socializing with People


Languages:



♦ English (Proficient) 





♦ Urdu (Proficient)
♦ Hindi (Moderate)





♦ Sindhi (Native)



PERSONAL DATA

Date of birth:

01ST May, 1988
Nationality:

Pakistani

Religion:

Islam

Visa Status:

Visit Visa 

References:

Will be furnished upon request.





