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                           Cell: +971558815620 +923333279379 +971506515078
E-mail: softlifegroup@yahoo.com
OBJECTIVE
To secure a position within a well established corporate environment as front line team member in Finance & Accounts that enable me to use my skills, knowledge and competencies in organizational growth and build a long term career growth.
PROFESSIONAL PROFILE
Highly motivated, qualified professional having more than 5 Years of Practical Experience in Financial & Admin Sector under different roles, with strong commitment and passion to introduce substantial and sustainable improvements in achieving overall objectives of organization. Integrity, ethics, loyalty and personal responsibility are considered as key values at work place. Track record of achieving objectives aggressively with good organizational, leadership, team building and communication skills.
EDUCATION AND QUALIFICATION

MBA (Finance)   
 2008  
University Of Karachi, Pakistan
BSIT IT          

 2003 
PIMSAT Pakistan       

BCOM            

 1999
University of Karachi, Pakistan
Dotcom Eng. (Diploma)
 2005
Arena Multi Media, Pakistan  
CAREER SUMMARY
STANDARD CHARTERED BANK JULY 2008 TILL DATE
· GL Recon Officer (March 2010 till date)



· Perform an accurate and efficient reconciliation of all Sundry/Suspense accounts.

· Continuously monitor list of accounts and highlight any discrepant or over aged item.
· Identify potential losses and escalate as per the FCP escalation policy.
· Schedules the work to be completed on time, ensuring quality is not compromised.

· Input in development of systems and processes and to reduce processing costs.

· Follows rigorously SLA established with key internal departments.
· Provide responses to branches / internal customers queries timely.

· COPMAN control should be performing on regular basis.

· Maintenance of historical data for any future reference and audit inspection.

· Timely submission of SASRA report to finance on monthly basis.

· Performs zero tolerance in the process as per policy.
· Ensure that recon process operates within the policies, procedures and group standards. 
· Establish and maintain escalation procedures for reporting of risk items.
· To Ensure that appropriate and corrective action is taken against the audit report
· To Ensure the relevant critical record maintained bank’s retention guidelines
· Benefit Administration (July 2008 to March 2010)
· Checking eligibility and process staff loan application, Education assistance application, EOBI and pensions.
· Reconciliation and settlement of staff car buy back option.
· Administer bank group hospitalization policy and outpatient claims.
· Local Coordinator of Group share save scheme.
· Monthly accrual submission to finance.
· Maintaining and process individual staff benefits.
· Checking eligibility of each educational application and process as per policy.
AMERICAN EXPRESS BANK OCTOBER 2006 to JUNE 2008
· Finance HR Admin Officer
· Process Vendor`s bill and staff claims, maintaining petty cash book.
· Prepare weekly and monthly bank reconciliation.
· Submission of monthly expense report to group and report fixed Asset dept for booking of assets in asset register.

· Balanced withholding and payroll taxes and made appropriate deposits, Submission of annual return and coordination with tax advisor.

· Maintained the detail of all company’s Assets and keep updated record on manual asset register as well as on computerized system.

· Interact with internal and external auditors in audit.
· Established and maintained close relationships with bank executives, auditors, and attorney, worked with the CFO to deals, Monitored and recorded company expenses, 

· Carry out general administrative and office managerial tasks 
· Responsible for all building repair and maintenance, Obtain/maintain lease agreements disperse inter-building correspondence, Monitor Janitorial staff and security guards.
· Movement of all office record to ware house.
· Collection of requisition form and order office supplies.
· Conducted frequent partial physical inventory audits.
· Checking of utility bills and maintain personal call report..
· Manage timely payment of worker`s checks.

· To be responsible for organizing events.

· Process Monthly payroll, Reconciles account balances for the purpose of maintaining accurate account balances and complying with related policies, practices and/or regulations. 
· Maintain new hired staff list and update in system.

· Administer all employee benefit.
· Coordinate with insurance company for staff medical and life coverage.
· Final settlement.
   Jinnah Medical Dental College December 2003 to January 2004
· Record all payment and receipt voucher 
· Record Petty cash voucher in petty cash book.
KEY I.T SKILLS
Microsoft office, Microsoft project, Windows XP/Vista
REFERENCES ARE AVAILABLE ON REQUEST
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