 Curriculum Vitae
 
 Curriculum Vitae
 

	   PERSONAL INFORMATION
	Syed Jaffar Hussain Shah 

	

	[image: image1.jpg]



	[image: image9.png]


Adress C\O Raiz Ahmed Securities PVT. LTD.  G-9(A), mezzanine  floor ,ISE Tower ,55-B Jinnah Avenue, Blue Area, ISLAMABAD.
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 Jaffar_kazmi2002@yahoo.com 

	
	

	
	Sex Male    | Date of birth 17/02/1981    | Nationality Pakistani  


	       JOB APPLIED FOR


	 Accounts Receivable Executive (Finance)


	                                               WORK EXPERIENCE/ INTERNSHIP
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Dec, 2004 to date        
GENERAL MANAGER ACCOUNTS/OPERATIONS Riaz Ahmed Securities Pvt. Ltd.(TREC Holder of Pakistan Stock Exchange)                           
· Maintaining accounts & controlling budges.

· Monthly Bank Reconciliation.

· Checking books of Accounts and postings.

· Handling payments and payrolls.

· Purchasing of office equipment’s. 

· Liaison with Banks/ Auditors & Suppliers.

· Supervising annual/ Quarter Audits.

· Maintaining proper authorization, purchases and stock records.

· Optimizing Resources & Controlling Office Expenses.

· Preparing different Accounts/ finance related reports.

· Book keeping of all financial transactions. Handling cash and bank accounts.

· Preparing weekly expense reports, weekly bank reconciliation.

· General Administration of the office, filing of documents, order processing, preparing invoice and dealing with the other organizations.

· Handle Physical Shares inventory and CDC operation.

· Daily settlement of trade through bank and NCCPL.

· Managing/helping daily trades, accounts and settlements.

· Maintained a Corporate Account with the member for personal investment.

· Helping other staff members in daily/routine matters.

July 2013 to Oct 2018.    Manager Accounts Riaz Ahmed.(Member Pakistan Mercantile  Exchange)                                                                               
	
	· Book keeping of all financial transactions. Handling cash and bank accounts.

· Preparing weekly expense reports, weekly bank reconciliation.

· General Administration of the office, filing of documents, order processing, preparing invoice and dealing with the other organizations.

· Dealing with PMEX Karachi.

· Daily settlement of trade through.

· Managing/helping daily trades, accounts and settlements etc.

	

	


	EDUCATION AND TRAINING
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                                          MBA (Finance) 
                                          University of Azad Jammu & Kashmir(2005)                                                 
                                         BA (Economics)
                                           University of Azad Jammu & Kashmir(2000)
                                         HSSC

                                         BISE Mirpur Azad Kashmir. (1999)

SSC

                                         BISE Mirpur Azad Kashmir. (1996)

	PERSONAL SKILLS
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Syed jaffar is An ambitious and stanch individual with a flair for corporate finance and project

management, always ready to accept all the challenges in working for the social uplift of

the country, thereby, promising organizational intensification through commitment

towards excellence.

	Mother tongue(s)
	Urdu,  Hindko , Panjabi & English


	English
	UNDERSTANDING 
	SPEAKING 
	WRITING 

	
	Listening 
	Reading 
	Spoken interaction 
	Spoken production 
	

	
	Enter level
	Enter level
	Enter level
	Enter level
	Enter level

	
	A1

A2

A1

A2

B2


	
	Levels: A1/2: Basic user - B1/2: Independent user - C1/2 Proficient user

Common European Framework of Reference for Languages


	Communication skills


Good communication skills working with Professionals foreigners.
	Organisational / managerial skills
	Good organiser, managerial & financial skills.  
· Timely decision for Buying & Selling of shares for taking profit.
· Different Course’s & attends Event organising by SECP.


	Job-related skills
	· Very good  Financial and Official working spirit as individual as well in team work etc.


	Computer skills
	MS office, MS excel, MS PowerPoint, Smart Stock System, Nccpl, CDC & basic.
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	Conferences
	Attend Different Conferences & Seminars arranged by Securities & Exchange Commission Of Pakistan, PSX, CDC and National Clearing Company Of Pakistan Limited.


REFERENCES                            [image: image8.png]



Syed  Ali Raza Shah                     Compliance Officer 
                                                       Raiz Ahmed Securities PVT. LTD.  
                                                       Cell NO.     0345-5119449
                                                       Email: razi_kazmi2003@yahoo.com
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