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Career objective: To continue my career with an organization that will utilize my management, accounts & administrative skills to benefit mutual growth and success, while maintaining a motivated, productive, and goal oriented environment for the entire professional team on board whereas maintaining extensive customer loyalty.
Work Experience
Position:           

Operations & Finance Officer
Duration:

May 2018 November 2018
Organization:

Insaf Network Pakistan
Location:

Islamabad

Responsibilities: 

My responsibilities were to ensure the;
· Recording of data entry for all projects into the software

· Documentations proceeding with request for payment for approval

· Process all vendors and consultant’s payment, employee’s payroll and issuance of cheques

· Issue travel and operational advances to staff members, and maintain proper tracking of liquidation of these advances

· Financial accounting compliance with INP policies and procedures, donor regulations and local legal requirements
· Prepare all types of vouchers, prepayment adjustments, rectification entries and to allocate expense to relevant fund / project and to record the accounting entries for adjustment of advances etc.

Position:           

Banca Executive sales consultant
Duration:

April 2015 to April 2018
Organization:

Eastern Federal Union (EFU)
Location:

Islamabad

Responsibilities: 
· Telemarketing.

· Coordination with all staff members and customers.

· Planning & Coordinating, Business development

· Customer liaison/relationship building.

· Maintaining reliability of customers

· Balancing of monthly data.

· Leverage customer leads to identify new prospects and cross-selling opportunities with current clients.

· Conduct outbound sales activities to establish visibility in the community and drive business to the branch.

· Cross sell of all products, services and direct banking channels to walk-in customers to deepen relationships.
Position:           

Administration officer   
Duration:

April2013 to March2015
Organization:

Barrister Masroor Shah & Company
Location:

Islamabad
Responsibilities: 
· Provide administrative assistance to legal staff in a law office. Main duties were managing office stock, preparing regular reports (e.g. expenses and office budgets) and to organize company records.
Position:

Local Researcher 


Organization:
People Empowering & Development Alternatives (PEDA)
Location:

Islamabad
  Responsibilities
· As a local researcher in PEDA, I worked in the research of on-going project activities.Integrated Research Study on Resilience with Youth Employability and Entrepreneurship (2017-18) by Voluntary Service Overseas (VSO)
Position:

Intern
Duration: 

July 2010 to September 2010
Organization:

Askari Bank Limited
Location:

Mirpur Azad Kashmir
Responsibilities
· Deposit mobilization

· Business Development

· Providing Quality Customer Service
CONFERENCE ATTENDED

· Attended 5 days international Banc assurance sales conference in Thailand 2018
Research work 
· Impact of Earn Value Management and Risk Management on Project Success with mediation of Monitoring and Control (Thesis,2018)
· Impact of Authentic Leadership on Project Success with Mediating Role of Job Satisfaction (Research paper,2018)
· Effect of education on crime (Thesis, 2012)
achievements 
· Won convention to Thailand in business development  (April 2018)
· Appear as rising star of the year and won best sales consultant award (2018)
· Bancassurance Star campaign H2 (2017)
· Best performer towards Bancassurance (2016)
Educational Qualifications

	Qualification
	University/Board
	Year
	Major Subjects

	MS PM
	Riphah International University (RWP)
	2018
	Project Management 

	MSc Economics
	Quaid i-Azam University Islamabad
	2013
	Economics

	B.Com
	KIAS College MirpurA.k  (AJK uni)
	2009
	Economics, Statistics, Accounts


Skills

· Certificate in MS Office (MS Word, MS Excel, MS PowerPoint.

·  E-Views,SPSS, Quick book, MS project, , MS outlook, SidatHayder (Financial Software)
· Diploma is Advanced English 

· Proficiency in using Internet/ web/email 

· Excellent verbal and written communication 

· Proposal writing 

Contact Details

	Phone
	0342-5169289

	Email
	Maryam.qau@gmail.com 

	Residence 
	Islamabad


References
Reference will be present on demand
