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                                                                                                                         BALAL AHMAD
Contact                 :     +971 56 7472685
 E-mail
      :      balalsair@yahoo.com   
Nationality
      :      Pakistan

Date of Birth 
      :      01 June 1985

Marital Status
      :      Single

Visa Status
      :      Employment (Administration Manager)
I am a young self motivated person who is diligent and ambitious towards given tasks. I am adaptable and willing to learn and take on new challenges. I am highly professional, confident, organized and possess a pleasing personality and have the ability to interact well with the people.    
	Career Objectives


Seeking a challenging position in some well reputed organization or industry, Positions, which can tone up my skills in Accounting field (Finance), invigorate an urge to perform and achieve goals. There by enhancing the productivity and to attain the Organization objective and to use my current expertise in Computer to obtain a Challenging & Rewarding position in your organization. 
	Educational Status


 MBA in Finance:                                  Bahria University, Islamabad Pakistan (2009)

 Bachelor of Commerce:                       University of Punjab, Lahore Pakistan (2007)

 Intermediate In Computer Sciences:  Federal Board Islamabad Pakistan (2004)

Secondary school certificate:                Hyderabad Sind Pakistan (2001)

a. Higher Degree’s are attested from Pakistan Ministry of Education and foreign affair.
b. Higher Degree’s are attested from Kuwait Ministry of foreign affair and Embassy of United Arab Emirates in Kuwait.
	Experience Record


Administration & Accounting Manager with Mzaya Cargo By Heavy Trucks 
August 7th 2010 to Date:
	Job Responsibilities


· To maintain customers ledgers.
· To manage all credit control operations.

· Correspondence

· Reporting

· Follow up on accounts receivables and preparation of monthly debtor’s status report/aging analysis.
· Preparing budgets, financial reports, analyzing financial data, guiding the junior accountants in preparing accounts in accordance with accepted accounting and auditing principles and practices, organizing audits, and requirements, managing finances, and offering any financial advice as may be necessary to the manage.

· Ensuring that the accounting procedures being followed as per law and accepted standard or policy. For example company follows accrual system of accounting, and then all transactions should be recorded in the same method.
· Handling all major bank reconciliation’s, vendor/accounts reconciliation’s and key accounting functions.

· Setting up control procedures at various levels to ensure that the information in the accounts does not vary with physical verification.
	Experience Record


Administrator & Accountant with EPTSC
	Job Responsibilities


· Managing the Finance & Accounts department of the company with Team Management.

· Handling all the sale and purchase on daily basis.

· Preparation of the Financial Statements of the company according to Time Manageme
· Controlling the cost & improving the revenue drivers of the company.

· Supervising the Payables and Receivables of the company.

· Coordinating with the Manager for the inventory and purchases to implement Internal Control System.

· Developing MIS Reports to improve the operations.

· Complying with the Statutory Audit Requirements.
	Professional Status


One year Internship at PIA (Pakistan International Airline)
· Checking of domestic and international documents.
· Checking of domestic and international documents.
· Realization of credit card sale and its reconciliation.
· Reconciliation of collection account.
· Disbursement and refunds.
· Checking of sales report.
· Calculation of refund amount.
· Preparation of pay voucher.
· Preparation of  ACM & ADM details
· Cash Flow and Budget preparation
· Coordination with Agents regarding all financial matters
	Computer Competency


· Microsoft Excel
· Microsoft Word
· Microsoft Power Point
· Windows 98, 2000 and XP Professional, Vista & Windows 7, etc.
· Internet (Browsing, Searching, Mailing, Net Scope Communicator etc.)
	Language Ability


· English


: Fluent (Speaking, Reading &Writing)
· Urdu


: Fluent (Speaking, Reading &Writing)
· Punjabi


: Fluent (Speaking, Reading &Writing)
· Sindhi


: Fluent (Speaking)
	References:             Could be furnished upon request.               BALAL  AHMAD
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