CV No: 1325214 

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVE
To secure a challenging position in the field of Finance / Accounts or Administration in an organization where my education, work experience and skills can be utilized for the dedicated corporate development and personal growth.

ACADEMIC PROFILE
· MBA (FINANCE, 2013)…CGPA 3.25 Bahria University, Islamabad, Pakistan 
· BBA (FINANCE, 2010)…CGPA 3.20 
Bahria University, Karachi, Pakistan 
WORK EXPERIENCE
Worked as an “Admin and Accounts Assistant” 
Reported To:-
District Accounts Officer

Key Responsibilities Include:
· Maintaining financial record keeping including cash book & voucher with proper supporting documents. 
· Maintaining Filing, E-mail, Correspondences. 
· Closing Monitoring of repair and maintenance of vehicles. 
· Preparation of vehicles VPR on monthly biases. 
· Maintenance of employee personal files. 
· Keeping record of all incoming and outgoing correspondence. 
· Preparation of monthly attendance and staff salaries. 
Worked as a “Clients Accounts Executive”.

Reported To:-
Manager Operations.

Key Responsibilities Included:
· Using coded data to produce and submit claims to insurance companies. 
· Working directly with the insurance company, healthcare provider, and patient to get a claim processed and paid. 
· Reviewing and appealing unpaid and denied claims Quality. 
· Verifying patients’ insurance coverage. 
· Answering patients’ billing questions. 
· Handling collections on unpaid accounts. 
3.  M/S Sadiq Poultry (Pvt) Limited, Rawalpindi (Jan 2013 to Dec 2013)
Worked in Sadiq Poultry as an “Assistant Accountant”.

Reported To:-

Accounts Manager

Key Responsibilities Included:-
· Assist and prepare accounting records, financial statements. 
· Establish tables of accounts, and assign entries to proper accounts. 
· Prepares payments by verifying documentation, and requesting disbursements. 
· Contributes to team effort by accomplishing related results as needed. 
· Report to management regarding the finances of establishment. 
4.  M/S All Best Enterprises ( June 2010 to July 2011)
Worked as a “Junior Finance Assistant” at All Best Enterprises.

Reported To:-
Finance Officer

Key Responsibilities Included:-
· Establish and maintain the general ledger. 
· Ensure transactions are properly recorded and entered into the computerized accounting system. 
· Working on Income Statement and Balance Sheet. 
· Establishing new employees and maintaining overall employee files in the accounting system. 
· Verifying employees salaries, deductions and contributions with HR. 
INTERNSHIPS
1) M/S National Telecommunication Corporation, (06 Weeks) 

As an internee I worked in different sections of the company. I got complete understanding of the finance department of the company. Application of financial concepts was applied and the result was interpreted.

2) M/S Sui Sothern Gas Company Limited, Karachi (06 Weeks) 

Worked closely with different section heads to get deeper understanding of different financial activities.I also worked on several small projects in the department. The experience was really enriching and full of learning.

3) M/S National Call Center, Karachi (04 Weeks) 

Worked there as a part of their sales team and got first hand exposure of their sales strategies.

ACADEMIC PROJECTS
1) Final Year Project 

o Financial Risk Assessment and Management Plan for Oil and Gas Development Company Limited (OGDCL). 
2) Financial Management Project 

o Investigate the relationship between inflation and exchange rate. 
o  Analysis of HBL financial statement.

o Forecasting the financial position for new company. 
o Euro zone currency and its impact. 
o Ratio analysis of Lucky Cements. 
3) Management Project 
o Analysis of making and implementation of project management in HBL. 
o Total quality management in United Industries Limited. 
o Business plan for Pakistan Railways. 
PROFESSIONAL CERTIFICATIONS
· Sage Peachtree from Institute of Business Management.(40 hours) 
· Advance Excel from Skill development Council.(18 hours) 
ACHIEVEMENTS
· “What Gets Measured, Gets Managed’’ Article Published in Endeavor Magazine. 
SKILLS
· Good in coordination with people while working and leading in groups. 
· Ability to organize projects and events at university level. 
· Strong communication skills – High degree to Conceive and Perceive. 
· Fluent in English and Urdu 
· Sharp at Understanding and reacting to intensely changing situations and atmosphere. 
PERSONAL INFORMATION
	 Date of Birth
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	:
	Single
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	 Visa Status
	:
	Visit Visa


NOTE
Relevant documents will be provided upon request.

