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Dear Sir/Ms,
I am pleased to furnish my CV with this application. I feel myself inclined to apply for a job in your prestigious organization.
I am Graduate (B. Com) and I have worked in the Pakistan Registration Authority (NADRA) as an In-Charge and Data Entry Operator, I have more than 1 year experience in Dubai with Dubai Properties Group (EJADAH MANAGEMENT GROUPS) as an Administrator
 My other experience includes 6 months experience as Data Entry Operator in Benazir Income Seaports Program (BISP) Pakistan, Data Entry Operator in Punjab Islamia Collage Layyah, Pakistan and 1 year experience as Assistant Administrator in DESCON INTERNATIONAL Lahore, Pakistan. I enhanced my professional knowledge and expertise during my working period at these jobs and contributed to the betterment and progress of these organizations to the best of my knowledge and capabilities.
I have elaborated details of my qualification, experience and personal information in a CV attached with this letter. You may contact me through email at (imtiazahmad022@gmail.com) or alternatively by calling at my cell number +971-527641074 for any query that may arise regarding this application.

Yours Truly,

Imtiaz Ahmad
	                                                                                     

	IMTIAZ AHMAD

S/O MOHAMMAD SABIR ALI

	  D.O.B : March 05, 1987

	N.I.C. # 32303-5575940-7 (Pakistani)
Passport # YB1159401
Visa Status : Visit Visa
Last Date: 28-05-2014

	                        House # 736 Street # 1 Govt Employees Colony Layyah (Pakistan).

	

	Contact # +971-527641074
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Mail to: imtiazahmad022@gmail.com



CAREER OBJECTIVE

To pursue a challenging career as a financial executive with broad experience in all aspects of accounting, auditing and financial management and aiming to join a leading and progressive organization providing ample growth and learning opportunities in order to contribute positively towards its goals to the best of my expertise and to further enhance my professional and personal skills.
SUMMARY OF ACADEMIC QUALIFICATION
· Bachelor of Commerce (B. Com)

Bahauddin Zakariya University, Multan, Pakistan.
· Diploma in Commerce (D. Com)
Punjab Board of Technical Education, Lahore, Pakistan.
· Secondary School Certificate (Science)
D.G Khan Board, Dera Ghazi Khan, Pakistan.
SUMMARY OF Diploma/PROFATIONAL QUALIFICATION
· Diploma in Information Technology.

G.M Tariq Computer Sciences Layyah, Pakistan.
· Diploma in Information Technology.

Descon Training Institute, Lahore, Pakistan.

· Diploma in Continuous Teachers Development Program (CTDP).

Punjab Education Foundation, Lahore, Pakistan.

· Diploma in Fabrication.

Descon Training Institute, Lahore, Pakistan.
WORK EXPERIENCE 

Build-Up Exhibitions, Interiors And Events Co. Al-Quoz Dubai
Department: - Assist: Public Relation Officer (Assist. p.r.o)
Job Profile
· Deal with Management and staff directly.
· To solve the problems of related to Govt.

· Deal with Immigration, Labour Ministry, Civil Defence and all Govt. Offices.

· Co-ordinate with the management and complete the process of Visa, Visa Medical, Emirates ID,

· Labour Card.

· Cancellation process, Visa Extension Process, Quota Apply Process, Quota Cancellation Process.
Arkan (Ejadah assets management group). Dubai Media City Dubai.
Department: - Administrator/document Contrroller
Diversified experience in admin and management consultancy services to companies in the security service sector. Being an admin, the responsibilities included dealing with the senior management at the client, delegating and reviewing work of subordinates and presenting completed jobs to Senior Administrator/Document Controller for review. I have performed several other tasks including.
· Developing the admin strategy and plan which in turn included obtaining understanding of client’s business, information systems and internal control environment.

· Performing test of controls and determining nature, timing and extent of substantive procedures based on the control assessment of existing internal controls.

· Preparation of documents keeping in view reporting requirements of the entity.

· Evaluating the staff’s information provided by the supervisors/management.
· Reporting to management of daily task according to instruction. 

· Keeping 100% physical verification and reconciliation of records of the camps, stores and equipments.
I have performed the following kinds of assignments during my professional experience.

· Records keeping.
· Physical verification and reconciliations of the camps, store and Equipments.

· Preparing documents
· Evaluation of the staff’s information.
National identity and registration authority (nadra) pakistan
Department: - Assistant incharge of cdcp office
Job Profile
· Preparation and Finalization of Final Reports, Daily Cash Statements and Generate Management Reports.

· Planning for Final Daily Reports and Handling the Problems of staff and Peoples.
· Handling of Bill of Materials, Preparation of Documents and Reports, Invoices, Delivery Notes and Reporting to Higher authorities.

· Handling Post-Dated Cheque Payments, Receivables and availability of Working Capital.
· Reporting staff activities/duties to the Managing Director on a daily basis.

benazeer incom sport programe (bisp) govt. pakistan
Department: - Computer/DATA ENTRY OPERATOR
Job Profile
· Responsible to co-ordinate the Benifish and higher management.
· Responsible to report on time and perform duty.
· Deal with customer complaints in a professional manner.
· Maintaining data and records properly.
Punjab Islamia Education Collage, Layyah, PAKISTAN
Department: - Computer/DATA ENTRY OPERATOR
Job Profile
· Responsible to co-ordinate with the Staff and higher management.
· Report on time to Management.
· Maintain the record and Update to Concern Person.
· Maintaining data and records properly.

DESCON INTERNATIONAL, LAHORE, PAKISTAN
Department: - aDMINISTRATOR/DOCUMENTS CONTROLLER
Job Profile
· Responsible to co-ordinate with the higher management.
· Updating and Reporting on time to Management.
· Maintain the record and Update to Concern Person.
Computer knowledge & skills
· Have good operating knowledge of Microsoft Office (Excel, Word, and Power Point etc).
· MICROSOFT EXCEL 2007, 2010
·  Strong ability to develop the financial / analytical models for day-to-day reporting / decision making using advanced tools and functions such as Pivot Table / Chart, Tables, data filters / validation, financial / logical functions etc. 
· Microsoft Word 2007,2010
· Strong ability to create routine office documents such as letters, emails, faxes, reports etc.
· Microsoft PowerPoint 2010
· Capability to make presentation using advance tools and functions. 
· Have good experience to operate Microsoft Outlook/ Web Browsing, Internet Browsing.

· Administration

· Management 

dOMAINS 
· Executive Leadership
Areas of Strength
· Time management skills
· Possesses leadership qualities

· Dedicated and self Motivated
· Fluent in English both spoken and written
· Good communication skills
· Capable of working under strict project time-lines
· Capable of taking challenges with high levels of responsibility
· Driven to learn and apply new ideas
languages

English, Urdu, Hindi and Punjabi.
Reference:

References will be furnished on request.
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