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Obtain a position with a growing company that will provide an opportunity to utilize my knowledge of computer and administration continuing my personal and professional growth where my positive attitude and strong desire to succeed will contribute to the company’s success.
	
· Experienced professional with a successful career in BISE Lahore, deo, business development and administration.

· Excel at interfacing with others at all levels to ensure organisational goals are attained.

· Possess excellent interpersonal, analytical and organisational skills.

· Excel within highly competitive environments where leadership skills are the keys to success.


A-  Education Lahore. (2011 to Aug-2014)
Data Entry Operator:

· Prepare Marking, Supervisor and Practical Bills report.

· Printing of checks and proof reading of bills.

· Preparation of defaulter’s list.  

· Inputting of Fee Challans, Admission forms for both private and regular students.
B- HBL, BISE, Branch, Lahore. (2010 to 2011)

Data Entry Operator:

· Inputting of Fee Challans on EXCEL for both private and regular students.

· Inputting of Fee Vouchers in MISYS system.

· Printing of Green Challans.

· Checking of daily E-mails in OUTLOOK.
C- Al- Faisal Chicks Pvt. Ltd. (2005 to 2006)

Assistant Manager:

· Maintain office administration and Accounts on Ledgers.

· Managed office records using Microsoft Excel (XP).
· Developed Al Faisal Chicks database in Excel.
D- In Design Furniture’s Pvt. Ltd. (2003 to 2004)

Accountant :

· Maintain office Accounts on Ledgers.

· Prepare Inventory report, Purchase report, Expense report on daily basis.

· Also Assist Manager Admin in his daily work.



	B.A(Humanities)   
	AIOU, Lahore, Pakistan.             
	“3rd Semester Continue” 
      

	Intermediate
	B.I.S.E, Lahore, Pakistan.             
	2013



	Metric
	B.I.S.E, Lahore, Pakistan.             
	2002



	

	AutoCAD(2D+3D)
	GOVT Islamia College Lahore, Pakistan. 
	2011 (One Year Diploma)



	Business Management & Trading
	KIPT, Lahore, Pakistan.
	Nov 2006 to Jan 2007



	MS Office 
	Lahore College of Business & Administration, Lahore, Pakistan. 

	

	· MS Office (Word, Excel and Outlook)
· Windows software installation and troubleshooting.
· Adobe Photoshop.

· MS Windows XP, Seven and others.

English            Normal

Urdu                Excellent 

Punjabi            Good

     
D.O.B: 02-06-1983 (dd-mm-yyyy)
Marital Status: Single

Nationality: Pakistani

Domicile: Lahore (Punjab) 

Religion: Islam




Cricket, music, video games, Netsurfing , Computer 
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