









[image: image1.jpg]



Umm-E-Habiba                                                                                                       Email: ummey.habi1990@gmail.com
MSc (Banking & Finance) 




      Contact No: +971 562766532
Objective:

To associate with “Professional Ambiance” offering my contributions for the positive advancement of the organization and to upgrade my knowledge with time for better performance.

Professional Experience 1:

Company
:

Larsen and Toubro Limited, UAE
Designation
:

 Accounts Assistant
Years of Experience
:
 Dec 2017 to till date
Job Duties:

· Handling all the cash transactions and accounting of the same.

· Reconciles processed work by verifying entries and comparing system reports to balances.
· Processing for staff payroll activities.
· Maintains historical records of the vendor statements.

· Prepare and process electronic transfers and payments.
· Monitor accounts to ensure payments are up to date.
· Prepare monthly BRS and disclose to the management with accuracy.

· Research and resolve invoice discrepancies and issues

· Produce monthly, quarterly and annual reports to the management.
· Protects organization's value by keeping information confidential.
· Verify and update vendor bank details in the system.
· Preparing Vat-Input register & Economic Development report.
Professional Experience 2:

Company
:
TMQ LLC, Dubai.
Designation
:
 Coordinator
Years of Exp
:
 3.2 years
Job Tasks and Responsibilities:
· Oversees and administers the day-to-day activities of the office.
· Provides confidential secretarial and administrative support for the principal executive or executives

· Maintaining files and records with effective filing systems

· Supporting other teams with various administrative tasks

· To prepare monthly sales reports and staff salaries accordingly.

· Performs miscellaneous job-related duties as assigned.

· Gathers, enters, and/or updates data to maintain departmental records and databases, as appropriate; establishes and maintains files and records for the office.

· Coordinate by managing schedules, filling important documents and communicating relevant information

· Making a quality check for documents submitted as per the requirements of “Etisalat”

· Act according to the guidance of manager and senior officers 

· Record sales and order information and report the same to the sales and Tele Sales department

· Handle customers visiting the branch at front desk and provide them assistance according to their problems
Professional Experience 3:

Company
:
Metro, Multi Brand Sales oriented company, Pakistan.
Designation
:
Admin and Front Desk Assistant
Years of Exp
:
 1.0 years
Roles & Responsibilities:
· Maintain the general ledger accounts by monitoring journal entry preparation, preparing monthly accruals and entries and reconciling accounts monthly

· Answering customer queries through e-mail or by telephonic conversation

· Follow up with existing accounts and clients, obtains orders and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.

· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.

· Focus on sales efforts by studying existing and potential volume of dealers.

· Submit orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Monitors competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.

Achievements:
· Received appreciation E-mails from the clients and internal managers for resolving process issues.

· Reduced the huge volume of queried invoices by chasing with client.

Skill set:
· Excellent interpersonal skills.
· Good computer knowledge in MS office.

· CBCM

· TELE (Beginner)
Education:

· MSC in Islamic banking and Finance

· Bsc (Hons) Economics from International Islamic university Islamabad

· Intermediate with General science group (Mathematics, Statistics, Economics) from Qasim aviation college Rawalpindi Pakistan

· Matriculation From Government girls high school Rawalpindi Pakistan Science Group 

(Biology, Chemistry, Physics)
Personal Details:

Name


: Umm-E-Habiba
Nationality

: Pakistan
Date of Birth

: 24 March 1989
Marital Status

: Married
Languages known
: English, Hindi & Urdu
Visa status

: Work visa
Permanent Address
: Ajman, UAE.


