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CAREER OBJECTIVE:
To seek a challenging career to achieve a suitable position utilizing my organizational skills & experience to contribute towards the progress of organization & at the same time as the prospects for prefessional growth & development of my career.
Personal Attributes:
· Creative | Insightful | Innovative | Organized| Assertive
· Personable | Adaptable | Communicator | Problem Solver

· Proactive | Self-motivated | Team worker | Multi-tasking
Work Experience (Out of 10 years, 7 years in Dubai)
LTV Driving License Holder (4 Years old)
Concordia - DMCC Dubai UAE (From Nov, 2014 till date)

Visa Status
 :
Transferable visa {FZ. Co}
Site Coordinator:
· Provide staffing and management support to all employees for various assignments at client and customer premises. 
· Coordinates data collection and record keeping for evaluation and ongoing planning purposes
· Coordinate with field team and provide relevant assistant

· Dealing with local authorities

· Prepare all personnel documentation perform orientation of new employees, prepare reports for employee payroll and timecard. 
· Maintain knowledge on current staffing pattern and foresee future staff requirement to facilitate timely recruitment. 
· Coordinator will effectively implement all appropriate risk management strategies, related to the safety and security, and the protection

· Ensure all functions carried out in an efficient and effective manner whilst providing maximum security support to field operations.

· Coordinate with employees to answer all queries and provide counselling as routine procedure. 
· Provide safe working environment to employees and customers through efficient training programs. 
· Develop creative solutions to satisfy customer requirements. 
· Maintain record of all company status by exhibiting ethical and strong business dealings. 
EMRILL SERVICE LLC DUBAI, UAE (April 2011-Sept 2014)
Admin Assistant / Control Room Operator
Duties & Responsibilities 

· Meeting, greeting clients and visitors to the office.

· Monitoring inventory, office stock and ordering supplies as necessary.

· Updating & maintain the holiday, absence and training records of staff.

· Raising of purchase orders and invoice tracking. 

· Provide executive assistance to the Assistant Facilities Manager in managing all Administrative functions and front offices. 

· Provide the necessary Administrative resources to other functions on site.

· Manage the filing, storage and security of documents.

· Manage distribution of utilities bills and collections of accounts.

· Data entry, uploading and maintain electronic occurrence book and distributing of memo. 

· Maintain the leave management system.

· Assist in completion of the payroll.

· Handling incoming / outgoing calls, correspondence and filing.

· Receiving and addressing customer complaints / queries.

· Supervise customer services and respond to customer inquiries.

· Collecting information from all the relevant sites regarding the status of the job request and updating the same in the oracle. Coordinate with field team provide the necessary support.

· Coordinate with field team provide the necessary support.

Professional Experience

· 01 year worked as an “Account Assistant” in UPAP-NRSP (National Rural Support Program) at Karachi Pakistan.

· 06 months worked as an “Accountant” in Urooj Group of Companies / Urooj Telecom Islamabad.

Duties & Responsibilities 

· Maintain, manage and record day-to-day transactions. 
· Maintain and distribute accurate listing of overdue accounts and suspensions in accordance with company policies 

· Respond to client or payer account inquiries as required.

· Receiving and processing all invoices, expense forms and requests for payment.
· Calculates rates paid for purchases and all price extensions. 
· Processes payments and documents such as invoices, journal vouchers, employee reimbursements, and statements.
· Coordinate with sales team in collecting customer balances. 

· Process all client or miscellaneous payments daily or as required to sub-ledger.  

· Enters, updates, or retrieves accounting data from automated systems.

· Inspect, verify and reconcile accounts receivable and payable records and its balances. 
· Reviews on-line transactions for changes and accuracy and corrects errors. 

· Perform clerical duties such as sorting mail, filing and typing, operates variety of general office equipment
· Reconciles, simple bank statements or department records.

· Prepare and verify daily reports

· Prepare daily income/sales and prepare daily journal 

· Makes and checks necessary calculations.

· Answers inquiries regarding work being performed

· Prepares or checks invoices, requisitions and other documents for processing; encodes and obtains approval when necessary.

· Verifying calculations working with the Accounts system.
Notable Initiatives: 
· Motivated and organized relevant market data which was shared by sales staff.

· Ensured internal communication was efficient throughout company; sales, marketing and customer support.

· Monitors competitors' activities closely to identify any business threats

KEY SKILLS AND COMPETENCIES

· Strong organizational, administrative and analytical skills.

· Excellent spelling, proofreading and computer skills. 

· Confidence and trustworthiness.

· Excellent working knowledge of all Microsoft Office packages and Account Packages.

· Ability to produce consistently accurate work even whilst under pressure.

· Ability to multi task and manage conflicting demands.

· Ability to read, analyze and interpret financial reports

EDUCATIONAL BACKGROUND 

2006 - 2009

MBA in Finance, 




Siler OAK Institute Gomal University, Islamabad, Pakistan

2002 - 2004

Bachelor of Commerce (B.com), 



University of Azad Jammu & Kashmir, State Azad Jammu & Kashmir Pak.
2000, 2002

Intermediate of Commerce (I.com), 



Govt Post graduate collage, Muzffarabad A.J & Kashmir, Pakistan
PROFESSIONAL QUALIFICATION:
1. Customer Care / Hospitality training from Emrill Services LLC Dubai, United Arab Emirates
2. Two months internship was conducted in General Banking as “Trainee Executive” Habib Bank Limited in Muzaffarabad Azad Kashmir-Pakistan
3. TWO weeks internship in STATE BANK OF PAKISTAN as “Trainee Executive” at Muzaffarabad.
COMPUTER SKILL :
Computer Literate with conversant use of MS-word, MS-Excel, MS-Power Point, MS-Outlook, Tally ERP-09, Peachtree and Surfing the internet

PERSONAL INFORMATION
Date of Birth 
:

03-10-1983

Nationality
:

Pakistan


Gender

:

Male

Language

:

English, Hindi, Urdu, Punjabi, Arabic
