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CURRICULUM VITAE



Hasnain Abdullah
E-mail: Hasnainabdullah1992@gmail.com
Mobile Number: +923365591780
Nationality: Pakistani
Objective                                                                                                                                                            
To pursue and excel in a growth oriented organization in order to utilize my skills 
and experience for the growth and prosperity of the organization which will simultaneously 
facilitate my career and professional growth.
Educational Qualification
	Course
	University/Board

	EMBA( Finance & Accounts)
	Preston University

	B.Com
	University of the Punjab

	I.Com
	Federal Board of Intermediate & Secondary Education, Islamabad

	SSC
	Federal Board of Intermediate & Secondary Education, Islamabad


Work Experience 

Organization Name
:
PAK MULTI SERVICES

Position Held

:
PROJECT COORDINATOR (BBH / DHQ)
Duration


: 
17th JULY 2020 – Till Date
Responsibilities
· Ensuring that client’s needs are met as the project evolves.
· Assign tasks to internal teams and assist with schedule management.
· Monitor project progress and handle any issues that arise.
· Act as the point of contact and communicate project status to all participants.
· Use tools to monitor working hours, plans and expenditures.

· Ensure standards and requirements are met through conducting quality assurance tests.
Work Experience 

Organization Name
:
SHAHEEN CHEMIST,





GROCERY & COSMETICS (BAHRIA PHASE 4) 






DEPARTMENTAL STORE
Position Held

:
ACCOUNTS OFFICER
Duration


: 
1st MARCH 2020 – 17th JULY 2020
Responsibilities
· Examine Financial Data for accuracy

· Inspect Accounts

· Create reports 

· Identify Ways to Reduce costs

· Assess Financial Operations

Work Experience 

Organization Name
:
MODERN COLLEGE OF COMMERCE AND SCIENCES. 

Position Held

:
ADMIN OFFICER
Duration


: 
AUGUST 2019 – APRIL 2020
Responsibilities
· Worked as a Coordinator in SSC / HSSC level.

· Manage the classes of Intermediate & Matric Level.

· Maintain and update college data.

·  Organize a filing system for important and confidential company documents
· Answer queries of employees, students and clients
· Update & Implement office policies as needed
· Maintain a Organization calendar and schedule appointments
· Distribute and store correspondence (e.g. letters, emails and packages)
· Schedule in-house and external events.
Work Experience 
Company Name

:
Nelson Lab & Diagnostic center. 
Position Held

:
General Manager
Duration


: 
October 2018- February 2019
Responsibilities
1. Participates in formulating and administering lab policies, directing and coordinating all divisional department activities to develop and implement long-range goals and objectives to meet business and profitability growth objectives.

2. Reviews analyses of activities, costs, operations and forecast data to determine department or division progress toward stated goals and objectives.

3. Confers with the administrative personnel to review achievements and discuss required changes in goals or objectives resulting from current status and conditions.

4. Develops, reviews, updates and implements business strategic planning, including sales, financial performance.

5. Reviews operations and plans to meet requirements for sales planning and outsourcing requirements to develop new relationship with other.
Work Experience 

Company Name

:
Rawal College of Commerce. 

Position Held

:
Admin and Accounts officer
Duration


: 
August 2011 - September 2016
Responsibilities
1. Responsible for entire Accounting / Document Management and clerical jobs of the company.
2. Recording of expenses & Purchases and materials delivery.

3. Maintaining the books of accounts up to finalization.
4. Receipt, issue and inventory control of material.

5. Bank deposits, Payments and reconciliation.
6. Preparation of Month end reports, Year end reports.
7. Evaluate monthly profit and loss account.
8. Checking vouchers with supporting documents.
9. Correcting the ledger accounts.
10. Preparation of individual salary statements on monthly basis.
IT Skills
1. Operating Systems: Windows,

2. Other packages: MS Word, MS Excel, Power Point, Internet, Email
References

Will be provided on request                                                                                                                                                                                                                                                        

