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Objective

Today is the age of economic development and global industrialization so in this profession I want to play pivotal roll in the progress of the organization to which I may be the part, in order to contribute in national development.  

Academic Record
	Qualification
	Name of Institute
	Year of Passing

	Master in Business Administration (M.B.A.)(HRM)
	Virtual University
	2010 – 2012

	Bachelor in Commerce (B.Com)  
	Punjab University, Lahore
	2005 – 2007

	Faculty of Art (F.A.)
	Gujranwala Board
	2003 - 2005

	Matriculation
	Gujranwala Board
	2001 - 2003


	· Microsoft Word

· Microsoft Excel

· Microsoft PowerPoint
	· Microsoft Outlook

· Internet Browsing

· E.mailing

· Microsoft In page
	· Computer Hardware &        Software.

· Data feeding software.


 Computer / IT Skills:
Office Key Skills.
	· Office Management

· Records Management

· Database 

· Quality Control 
	· Spreadsheets/Reports

· Event Management

· Inventory Control

· Control Expenses
	· Executive Support

· Administration

· Make Project Reports




Working Capabilities

Excellent Communication skill

Hardworking and Motivated

Easily adaptable to any environment

Co-operative to team members

Like to take up challenges and accomplish the Goals
Energetic working abilities

	· Strategy Planning

· Management Planning

· Recruitment & Resorting

· Change Management

· Performance Management    
	· Employee Relations

· Relationship Management

· Culture Building

· Organizational Restructuring

· Employee Engagement   
	· Talent Management

· Competency Assessment

· Learning & Development

· Coaching and Counseling

· Construction Experience     


 Core Competencies
Professional Work Experience:-
	Company Name
	Duties Performed

	Worked as “Assistant Accountant” In “Leading Company Paris Road, Sialkot For Two Years
	· Maintain the Daily expenses report.

· Maintain A/c books (Debtor & Creditors)

· Use MS word & MS Excel etc

	Worked as “Accountant” in “Zissco International” (part time) Marala road, Sialkot for 1 year.


	· Inventory control

· Maintain A/c books (Debtor & Creditors)

· Maintain the customer records

· Maintain the daily expenses report

	Worked as “officer” in United Bank Limited (Cantt branch Sialkot) for 1year and 7 months after three months Internship training. 


	· Clearing

· Remittance 

· Account Openings 

· Cash Receiving And Transferring

· Helpdesk Administrator

	6 weeks HR internship training in “Sharp Sports” Din pura, Sialkot.


	· Recruitment process 

· Maintain the worker’s personal file 

· Analyze the employee’s ability 

· Check out the employee’s benefits records.

	Worked as “Senior Accountant” in “Flashing star” Goronwali kanga Sialkot” for 10 months.


	· Maintain A/c book (Debtor & Creditors)

· Maintain Banks A/c

· Maintain the daily expenses report

· Maintain the customer records

· Documentation etc.


Personal Information:

Religion: 


Islam
Nationality:


Pakistani
Date of Birth                          16 August 1986
Marital Status:

            Single
Visa Status:


Independent Visa
Languages: 


English, Urdu, Punjabi, Hindi
I do hereby certify that all the details given above are true and correct. Photocopies of all my Degrees, Certificates and Experience letters are affixed herewith for your kind review and record.
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