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_____________________________________________________________
OBJECTIVE

My objective is to participate with team for overall achievement of organizational goal & to work in a dynamic environment to learn & work effectively to achieve the career and goals of organization 

_____________________________________________________________
KEY SKILLS

· More than 2 Years of experience in Account and Admin Officer, Safe Custody Locker, To maintain SDCR, DCRS, Data Entering, Foreign Remittance,  processing, Cash sorting, Complaints Management & Resolution, BDC card issuing, Customer/ client service.

Office Administrative, Document Controller, Secretary.

· Proficient in MS-Windows Applications.
· Fast Learner and can work under pressure.
· Highly Organized and Detailed oriented.
· Well organized and efficient in multi-tasking.
· Proactive professional processing logical mind. 

_____________________________________________________________
PROFESSIONAL WORK EXPERIENCE
Worked as Account and Admin Officer in BANK LTD
 (From 14, Oct 2013 to 30 Sep, 2014).
 Job Responsibilities 
· To Provide Customers Service

· To handle & to resolve Customers Queries

· Inter Bank  & Branches E-Mail Correspondence 

· To maintain Petty cash. 


· Management of Accounts, Safe Custody Locker. 
· Complaints Management & Resolution.

· To maintain SDCR, DCRS. 
 Worked as B.I.S.P (Benazir income sport program) as Data entry Assistant

 (From 01 march, 2013 to 30 Sep, 2013).
 Job Responsibilities 
· Customer/ client service.

· Customer Dealing.
· BDC card issuing.
· Complaint Assistant. 


· Data Entering.
 Worked as officer for cash over counter Service in UNITED BANK LIMITED                                Dina. (From 08 October 2012, to 25 February, 2013)                                                                                  
Job Responsibilities
· Customer/ Clients Service.

· Foreign Remittance processing.  

· Account Opening.  

· Customer Dealing. 

· Cash sorting.
 Worked as Interni in United Bank LIMITED DINA Branch PUNJAB.
 (From 18 July, 2012 to 02 October, 2012).

Job Responsibilities
· Customer Dealing. 

· Customer/ Clients Service.
· Foreign Remittance processing  

· Account Opening  

· Public Dealing 

· Cash sorting
EDUCATION 

· B.COM (IT, Commerce)

         University Of Punjab Lahore Pakistan

         Wings Collage Jhelum 

· INTERMEDIATE (I.C.S)
                        Govt. Collage Jhelum, Rawalpindi Board, Pakistan     


· MATRICULATION(In Science)

                        Rawalpindi Board, Pakistan     






COMPUTER & LANGUAGE SKILLS
· Excellent Communication Skills.

· Good Conversational English.

· Written and verbal Proficiency in English.

· Working Knowledge of Dos, Window, MS Office, MS Excel, MS Word, MS PowerPoint, Outlook express.
(Oxford Computer Center Dina Jhelum Punjab Pakistan) 

SPECIAL SKILLS

· Ability to Work independently or As a Team leader
· Customer Service.

· Time Management

· Leadership

· Open-minded, Self Driven, Hardworking, 

· Ownership of work

PERSONAL DETAILS 
Date of Birth
                        21 February, 1991

Nationality

             Pakistani 

Religion

             Islam 

Marital Status                        Single 

Language                               English, Urdu, Hindi.
Visa States                           UAE Visit Visa 
REFERENCE

Will be Furnish on Request. [image: image1.png]



