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OBJECTIVE

To secure a position in a challenging and growth conductive environment, where I can utilize my education and experience in Accounting / Finance / Administration.

Highlight of skills & accomplishments.

· Experience as Analyst and Trainee Officer in Government funded organization and a bank. 
· Advanced level user of Microsoft Office, Excel, Word, Power Point, Outlook, and Intermediate level user of Ms Access. 

· University degree in Commerce. 
· Distinction in semester final exam in University. Excellent performance award in project for Daewoo Bus Services.
· Worked on different projects in Marketing, Business and HR Management. 

· Excellent interpersonal, organizational and communication skills. Strong time management and multi-tasking ability in fast paced environment. Self motivated and focused on delivering high quality product. Strong analytical skills.

EMPLOYMENT HISTORY

Reporting & Data Analyst


      Nov 2010 to March 2011
Government funded organization 

· Collection of data. Quality assurance of data entered by the data entry team. 
· Maintenance of data base. Extracting of required data according to management requirement. 

· Ad Hoc and periodical reporting to management. 
· Data comparison, variance analysis and report to management with recommendations. 

· Train new Analysts with in the department.

Internship Bank Alfalah Ltd.



 July 2010- Aug 2010
· Good knowledge of the various process happening in the bank environment

· Efficiently handled various bank teller tasks.

· Assisted customers with opening new accounts.

· Received cash and checks for deposit, verified amounts, and examined checks for endorsement.

· Entered member and transactions data into computer and issued computer-generated receipts to member.

· Cashed checks and disbursed monies after verifying signatures, endorsements and member account balances.

· Collected loan payments and placed holds on accounts for uncollected funds, according to organizational procedures.

· Provided account status data whenever requires and handled phone enquiries

· Informed customers about various bank products.

· Handled tasks related to incoming and outgoing mail.

· Handled various accounting transactions and reconciliation tasks

· Handled customers and carried out cash drawer reconciliation tasks.
Worked of special projects assigned / funded by University

· Marketing plan on Daewoo Bus Services

· Business Plan on Ladies Fitness Club

· Research on H.R practices on Retention Management

EDUCATION

B.Com (Hons) MS-IT
Year 2010 
The Islamia University of Bahawalpur.
PROFESSIONAL COURSES.

· MS Office 
· Tally

Award / Distinction
· Team awards in recognition of my contributions in BISP. 

· Distinction in semester final exam in University.










