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	Objective

To use my skills and potential to assist an organization in achieving its goals which provides long term careers with optimum growth.
Synopsis
I am truly reliable, flexible and always pay good attention to details. I am a confident individual with ability to learn quickly and always strive to work the extra ordinary to achieve targets. Ability to communicate very well with a pro-active attitude. After gaining 7years of job experience, I’ve developed excellent communication and organizational skills.
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	Profile



	Academics
· B.Com., Bachelor of Commerce: Lahore University, Pakistan – 2004 with the certificate of higher accountancy, management accountancy, auditing, business mathematics and statistics (Academic Excellent Graduate)

· Computer Application: M.S. Office and Computerized Accounting from kharian


	Professional Experience
· Company: trading (south Africa)
Nature of Company: 

· Retail  company

Position: Accountant and Sales supervisor
Period of service: Nov 2005 to 30th Jan 2013
Scope Of Work:
· Prepare sale reports of the company.

· Handling cash, receipts and payments.

· Prepare expense sheet of company.

· Maintains petty cash & cash flow of day to day transactions.

· Processing of all enquiries received from customers inclusive of product sourcing.

· Preparation of costing and estimation analysis on the quotations received and getting the related tenders ready for submission. 

· Maintain pay roll sheets Cash Invoice & parties ledger reports. 

· Preparation of delivery notes, invoices.

· Follow up the calls of the client with clerical duties which includes
 faxing, filling up paperwork, doing checks on credit references
· college:- Islamic Asian College of Commerce Kharian
Position: Computer operator / Document Controller.
Period of Service: 1st Aug 2004 to 30thFeb 2005
Scope of Work:

· Handling all types of data entry.

· Office documents mailings scanning

· Office filing, general correspondence with clients/customers

· Bank:- nATIONAL BANK OF PAKISTAN(KHARIAN CITY)
Position: Computer operator / Document Controller.
Period of Service: 26th  July 2003 to 26th Oct 2003.
Scope of Work:

· Handling all types of data entry.
· Office filing, general correspondence with clients/customers
Professional Skills
· Inter Personal Skills:

· Excellent telephone manners and etiquettes.

· PossesTime management skills.

· Effective Customer Services Skills.

· Humble, patient and a problem solver aptitude.


· Languages Known:

· Fluent in English,Urdu,, Punjabi.
· Administration Skills:

· Cash, Credit Card and Chequehandling.

· Dealing with Invoices and dispatching them.

· Document and related paperwork filing.

· Handling general office accounts.
Computer Skills
· Adequate knowledge of Microsoft Office Package

· MS Word, Peach Tree,Tally,Quicks Books ,(Accounting Software)
· Proficient In Microsoft Windows Operating System

· Windows XP, Windows Vista, Windows 7.

· Internet Competency

· Research and Documenting websites

· Online Social Networks

· Web Emailing
Personal Details
· Date of Birth


: 10th  May 1981
· Nationality 


: Pakistani
· Visa Status


: On Visit 
· Marital Status 


: Married
· References are available on requests.

· I certify that the information provided above is accurate according to my knowledge.
· Required documents can be furbished on request.



