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	Professional Résumé
	
	
	
	

	Date of Birth :
	13 -  May
	- 1985Age:
	29   years

	
	

	Objective:
	Using my ability and skills in order to keep the organizational productivity up the mark,

	
	which is according to their vision and utilize my interpersonal skills to satisfy the job which

	
	ultimately leads to loyalty and quality performances.

	Professional Career Summary:
	
	
	

	Professional
	
	Sage Peachtree from institute of Business Leaders,Islamabad (40 hours)

	Certification
	
	Advance Excel from Skill Development Council,Islamabad (18 hours)

	Education
	
	M.B.A (Finance)
	
	
	

	Work Experience
	Duration
	Organization & Designation

	
	
	24th July 2013 to
	Siemens Engineering.

	
	
	Oct 31st 2014
	Office Assistant.

	
	
	20th Jan 2012 to
	AdamJee Diesel Engineering.

	
	
	10th June 2013
	Assistant Accountant.

	
	
	03rd Dec 2012 to
	National Telecommunication Corporation.

	
	
	07th Jan 2013
	Internee.




Work Experience
	Organization
	

	Organization Type
	:

	Designation
	:

	Tenure
	:

	Location
	:

	Area(s) of Experience :

	Reporting to
	:

	Responsibility
	:

	Brief Job Description
	:




Siemens Engineering
Engineering Company
Office Assistant.
24th July 2013 to Oct 31st 2014 Islamabad, Pakistan
Finance &Accounting, Project Management, SAP Reporting, Financial Reporting.
Project Manager
Logistics, Preparation of Invoices and Follow-Up with customers, Financial Reporting, Cost Analysis of Project value, Bank dealing, Document preparation according to QMS, Keeping store record.
· Handling transportation of equipment. 
· Generating of Invoices regarding project and then follow-up with customer. 
· Collection of project payment from client. 
· Cost analysis of the project value. 
· Documents preparation according to QMS. 
· Dealing with Banks regarding LOC and Bank guarantee. 
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	Organization
	:
	Adamjee Diesel Engineering Pakistan Pvt. Limited

	Organization Type
	:
	Trading Firm/Engineering.

	Designation
	:
	Assistant Accountant

	Tenure
	:
	20th Jan 2012 to10th  June 2013

	Location
	:
	Islamabad, Pakistan

	Area(s) of Experience :
	Payments, Withholding Tax Statement with Monthly E-Filling,

	
	
	Debtors & Creditors, Bank Position, Petty Cash, Fixed Assets &

	
	
	Leasing, Bank Dealing


Reporting to
:
Responsibility
:
Brief Job Description  :


Head of Department
Bank Position ,Daily Payments, Weekly Withholding Tax Statement, Monthly Fixed Assets Report, Creditors Reconciliation
· Heading the Finance and Data Processing department 
· Preparation of Monthly and Yearly Financial statements 
· Monitor day to day operation of the Finance Dept. 
· Assisting CEO regarding all Taxes and Corporate affairs 
· Preparation of analysis of Expenses and give recommendations to control it 
· Fund flow monitoring 
· Dealing with Banks regarding  leasing and Loans 


Internship Experience
Organization
National Telecommunication Corporation.
Organization Type
Telecom
Designation
Internee (Finance)
Tenure
03rd Dec 2012 to 07th Jan 2013

Professional Certification & Academic Education
	
	Sr.
	Certification / Degree
	Institution / University
	Specialization /
	Passing Year

	
	
	
	
	Major
	

	
	
	
	
	
	

	
	1
	M.B.A
	Bahria University, Islamabad
	Finance
	2013

	
	
	
	
	
	

	
	2
	B.Com
	University of Karachi
	Commerce
	2009

	
	
	
	
	
	

	
	3
	HSC
	Govt. Dheli College
	Pre-Medical
	2005

	
	
	
	
	
	

	
	4
	SSC
	Ibrahim Ali Bhai KHI
	Science (1st position)
	2003

	
	5
	Sage (Peachtree)
	IBL
	Accounting Software
	2014

	
	
	
	
	
	

	
	6
	Advance Excel
	Skill Development Council
	MS-Office
	2014

	
	
	
	
	
	



Academic Projects:
FINAL PROJECT:
In my final degree project, I worked on the risk assessment area of OGDCL.The area of my focus was Credit risk, Market risk and Liquidity risk. I presented a management Plan to the company for these three risks.
FINANCIAL MANAGEMENT PROJECT
· Investigate the relationship between inflation and exchange rate. 
· Analysis of HBL financial statement. 
· Forecasting the financial position for new company. 
· Euro zone currency and its impact. 
· Ratio analysis of Lucky Cements. 
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MANAGEMENT PROJECT
· Analysis of making and implementation of project management in HBL. 
· Total quality management in United Industries Limited and Arsh Private Limited. 
· Business plan for Pakistan Railways. 
· Project to register private limited company and then conversion of status of company from private limited company into public limited company. 
· Research on hair falls, its causes and diagnose. 

Trade and 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. 
· Sharp at Understanding and reacting to intensely changing situations and atmosphere. 
· Ability to work at Microsoft Applications. 
· Having good knowledge about computer Hardware and Troubleshooting 

Achievements
	Sr.
	Description of Activities
	Year

	
	
	

	1
	‘’What Gets Measured, Gets Managed’’ Article Published on Endeavor Magazine.
	2010

	
	
	

	2
	Organized Industrial Trip for Amson Vaccines and Pharmaceutical (Pvt) Ltd Company
	2012

	
	
	



Interpersonal Skills
Leadership
While at university I was the leader of my group to effectively communicate the task and duties of different projects to complete them at optimum level with the help of synergy.

Social Membership & Co-curricular / Leisure Activities
Sr.
Description of Activities

1 Reading Islamic Books 
2 Playing Cricket 

Personal Information
	Religion
	:
	Islam

	Language Competency
	:
	English, Urdu

	Countries Visited
	:
	Dubai, Pakistan



References
WILL BE FURNISHED ON REQUEST
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