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Professional Career Summary

Objective
To join a progressive organization and willing to work with a professional team, where, I can learn and prove my professional skills. 

Experience
	ASSISTANT ADMINISTRATOR ACCOUNTS CUM PROJECT SUPERVISOR
at Total OutSource, Karachi
	July 2014 – Till to date


DUTIES:
· Bringing the projects and supervise them on commissioning basis. 
· Provided accurate financial reports on current market trends and status. Implemented innovative and highly profitable program plans for upcoming pipelines.
· Check all administrative work related to office. Conduct market research and provided accurate financial forecasts.

· Calculated personal expenses for clients with accuracy and organization.
	ASSISTANT ADMINISTRATOR/ACCOUNTANT      
at Taj Terbeeyat Project No.1 High School, Karachi
	January 2009 – May 2014



DUTIES: 
· Assist in manage and making of Accounts activities. Ensures that the school program is compatible with the legal, financial and organizational structure of the school system. 
· Assist administrator of a school in developing and implementing policies, programs, curriculum activities, and budgets in a manner that promotes the educational development of each student and the professional development of each staff member. 
· Assists in the development and establishing of the school goals and objectives and the planning of the schools instructional program and the evaluation of the school program and of staff and assists to initiate needed improvements.
· Assists to implement student orientation and registration activities.
· Assists in handling disciplinary procedures, information about school disciplinary policies and procedures to parents, students, staff and community.
· Assist in manages, directs, and maintains records on the materials, supplies and equipment which are necessary to carry out the daily school routine.

	JUNIOR ACCOUNTANT                  at E-Accounts, Karachi, Pakistan
	     March 2008 - October 2008



DUTIES: 
Ground work :  PDB Coding & Uploading,   SDB Coding & Uploading,   Bank Coding & Uploading 
Making of Final Accounts 
	List of journals  
	Prepare monthly Profit & loss account

	Opening Trial Balance 
	Preparation of Balance Sheet

	Reversal (Accrual & Prepayments) , VAT Return 
	Billing and collection

	PAYE Summary, VAT Reconciliation, PDB Reconciliation
	Management of A/R Accounts and A/P Accounts

	Bank Reconciliation, 

To maintain purchase & Sales register
	Checking of all expenses including with their proper authorization of documentation


	 ACCOUNTS            at Union Insurance Limited, Karachi, Pakistan
	September 2004 - November 2005



Duties:
· Compute figures to determine balance, different adjustments, totals, using office Machine (Computer).

· Making of accounts, Compute Insurance policies, Compare data in documents to verify accuracy.

· Office work for CDC (Central Depository Company)

· Emailing & marketing for business purpose and expansion.

ACADEMICS
	MBA  (Major in FINANCE)                  at KASBIT, KARACHI, SINDH, Pakistan, with CGPA 3.14
	June 2012


	B.Com. (Bachelor of Commerce)        at Karachi University, Karachi, Sindh, Pakistan, with 2nd division
	July 2008


	I.Com.  (Inter Commerce)  at Board of Intermediate Education, Karachi, Pakistan, with 3rd division
	April 2006


	DBA (Diploma in Business Administration)  at SBTE, Karachi, Pakistan, with B Grade
	June 2003


	Matriculation     at Metropolis Academy, Karachi, Pakistan, with A Grade in Computer Science.
	March 2000


Computer Skills

CERTIFICATE IN IT

MS OFFICE (Ms Word, Excel, Access, Power Point),  
Short Courses
 (Hardware and Web Designing), Dream Weaver, Front Page, InPage, Photoshop, Internet
Peachtree Quantum 2008

PERSONAL SKILLS:

· Punctual, Hardworking with a professional approach and devoted to be assigned task.

· Excellent Communication Skills, Self starter, Good learner and highly motivated.

· Can easily adjust in different working environment.

ACHIEVEMENTS:

· Gold medalist in International School Art/Drawing competition.

· Golden certificate in Matriculation for full attendance throughout the year.

INTEREST:    Cricket, pets, gardening, surfing on internet and travelling & hanging out with friends.

PERSONAL INFORMATION’S:

	
	
	Date of Birth:
	18th November 1983

	Marital Status: 

	Single
	Languages 
	Urdu/English

	
	
	Religion:
	Islam

	Gender:
	Male
	Nationality:
	Pakistani

	
	
	
	14/11/2015


REFERENCES
Available upon request.

