CV No: 1336488
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
	CURRICULUM VITAE

Objective

Want to make career in a progressive organization, provide learning and growing opportunities, where I may become  the active participant , with  a team of professionals’ for achievement of organizational goals and objectives by utilizing my creative abilities, skill and knowledge. 
PROFILE summary

Master in Business Administration with almost 5 years working experience in field of Banking and other Government departments).

· Prime Experiences & Technical Capabilities

· Dealing with clients and resolve their bank account relevant problems
· Involved in the setup of new operations and sites.

· To arrange Programs, Seminars and different Programs. 

· Knowledge of export documents like L/Cs, Invoices, Purchase orders etc.

· Manage different types of files and maintain record.
· Draft Survey, Bunker Survey of vessel and inspection of vessel cargo

· Generation of Account & Stock reconciliations, delivery notes, Pay order generation, Inspection reports and certificates

· Coordinate with auditors since last three years 

EDUCATION qualification
· MBA Finance
Mohi-ud-din Islamic University
                         2009
· B.sc

            AJ&K   University Muzaffarabad.                          2006
ADDITIONAL QUALIFICATION

Diploma in Computer Application (Muslims Hands college Muzaffarabad) Pakistan

 COMPUTER PROFICIENCY 

· Platforms used        :  Window XP, 2000, 7 & 8 
· Software’s                :  Peachtree accountancy program 
 OTHER KNOWLEDGE 

· MS Office (Word, Excel & PowerPoint), Internet and E-mail applications
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Visa Status:

Employment Visa
Date of Birth:

13-03-1982
Nationality:
PAKISTANI

Marital Status:

Married

Languages Known:

English, Urdu, Hindi



	

	Professional Experience

01 January , 2015 – 01 Feb ,2015
Cashier  


· Preparation of invoices and collection from clients.
· Manage all type of (POS) work

Work and maintain record Of Excel ,Word and Inpage Urdu

June, 2010 – To March , 2014
Assistant Accountant 


· Preparing and maintaining salary accounts.

· Manage all type of Office work

Work and maintain record Of Excel ,Word and Inpage Urdu

Jan, 2010 – To Mar , 2010

· Preparation of daily General for payable and receivable accounts.

· Preparation of receivables invoices and collection from clients.

· Passing and Posting of Cheak work in Remittance and clearing departments.

April  2007 – To September 2009
Accounts Assistant



Overall roles and responsibilities
· Maintain general ledger accounts and related activities.
· Perform account reconciliations and analyses.

· Prepare documentation in support of external and internal audits.

·  Solve complex problems and develop innovative solution



