	Ahmad Farooq  

	  Address  
    :  Dubai, UAE

	Mobile number :  00971 558605100

	E-mail Address : coincider81@yahoo.com 
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	OBJECTIVE:


To work for a company that offer me a challenging job that is well match to my potentials and interests intended for satisfying above company expectation and professional growth.

	KEY SKILLS AND COMPETENCIES:


· Proficient in  APPLICATIONS SOFTWARE’S (MS OFFICE)
· Ability to thrive in a fast pace environment

· Strong Organizational and time management skill
· Must demonstrate integrity, patience, leadership, and positive attitude.

· Aggressive, flexible, hard working, cooperative, prioritize and organize task effectively and with pleasing personality

· Proactive, motivated, detail oriented, can easily adapt the diversity of working environment and driven to achieve objectives.
· Ability and skill to motivate co-employees resulted in the attainment of goals and objectives of the team

· Can work with minimal supervision and efficient even under pressure
· Ability to Manage time, fast learner and Trust Worthy
	WORK EXPERIENCES(UAE):


Jaseena Trading Co. LLC
Dubai, UAE
Date Hired: October 12 2009 – to till date
Position: Admin & HR Coordinator 
Duties and Responsibilities:
· Organize and schedules travel itineraries  arrangement, hotel bookings & other related jobs

· Arranges meetings, itineraries and appointments for the direct superiors 

· Handles and receive customer complaints and take proper and quick actions.
· Filing, Organizing and segregates all documents and correspondence according to data 
· Prepares miscellaneous administrative forms for office internal tasks.
· Managing personal file, important dates of visa, labour card and important details of all employees of the company.
· Preparing the job offers / contracts of employees, job descriptions, job evaluation / assessment reports.

· Supervise staff accommodation matters, transportation, monitoring employee’s complaints, resolving disputes and issues.

· Prepare major/complex reports for the management when required.

· Works with management and others to develop and implement operating policies and procedures.
· Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between support and business functions.
· Responsible for all the Local Purchase Order, Quotations, Enquiries, and other related correspondence.

· Handling Customer Service and assure to give  our high quality service and client  satisfaction

· Managing office supplies in timely manners.
· Managing all the logistics and export.
Jaseena Trading Co. LLC
Dubai, UAE
Date Hired: April 25  2009 – Sep 20 2009( Temporary)
Position: Accountant

· To receive and process all invoices, expense forms and requests for payment.
· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.
· To ensure all filing is done in a timely and accurate manner.
· Preparing weekly & monthly sales, collection & expense reports and presented it  to higher management.

· Analysis of sales targets and its  achievement.
· Coordinating and follow up from customers for due and overdue payments.

Accounting Software's: 

· Tally 9

· Quick Books

· ERP ( Comrades ERP Solutions)
Black Panther Security Services. LLC
Dubai, UAE
Date Hired: Nov 10 2008 – to April 16 2009
Position:  Accounts & Admin Officer
Job Responsibilities:

· Generating timely Invoices and presenting to the clients for payments.
· Follow up of customer payments and develop relationship with customer’s accounts department.

· Report to the management on the Receivable dues and about its collections.

· Managing employees Pay Roll.
· Managing personal file, important dates of visa, labour card and important details of all employees of the company.

· Handling customer inquiries and provides them services in effective and efficient way.

EDUCATIONAL ATTAINMENT:

EDUEDUCATIONAL ATTAINMENT:

CATIONAL ATTAINMENT
	WORK EXPERIENCES(Pakistan):


Worked in HBL (Habib Bank Limited) as verification Officer from 24 Feb 2008 to 29 June 2008.
Worked in UBL (United Bank Ltd) from 09 may2005 to 10 November 2006 “verification officer” and “MIS coordinator” and awarded by the certificate of achievement as a best performer of the year 2006.
	EDUCATIONAL ATTAINMENT:


MBA (Banking & Finance)

2007 Allama Iqbal Open University, Islamabad

BCS (Bachelor of computer sciences)

2004 Allama Iqbal Open University, Islamabad

	PERSONAL DATA:


Age


:
31
Sex


:
Male
Date of Birth

:
November 9, 1980
Nationality

:
Pakistani
Language/ Dialect

:
English, Urdu & Punjabi
Passport No.

:
AQ8967861
Visa Status

:
Employment Visa ( Valid till  October 2012)
REFERENCES:

Available upon requests.

I hereby certify that the above information is true and correct to the best of my knowledge and belief.

                                                                                                                                          _________________________________________________








                     AHMAD FAROOQ
