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To

The HR Officer

Subject: Cover Letter.

Dear Sir/Madam,

I am writing to inform you of my interest for the job as currently I am looking for a job 

I am graduated from the Preston University Ajman. As a graduate specialized in finance, I have acquainted myself with a range of skills that would allow me to blend with the organizations culture, and propel the team to new height of success.

Moreover, I am confident, enthusiastic and multitalented. I possess, a good personality, excellent interpersonal and writing skills coupled with a keenness to learn, explore and excel at new things. I must declare one-self as a hard working, conscientious and focused individual especially when it comes to challenging my intellectual efforts and fulfilling a commitment. I have a solid sense of integrity and work ethics. In fact a broadminded personality who has the ability to understand and adapt to different cultures. I have excellent computer, communication and management skills. I have the ability to work in a diverse, multicultural environment.

Together with this application, I attach herewith my CV for your full consideration. 

I appreciate your time reviewing my application, and it will be a pleasure for me to attend an interview with you at your convenient time.

Yours sincerely,
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CURRICULUM VITAE

-------------------------------------------------------------------------------------------------------

PERSONAL INFORMATION

Religion                : Islam
Nationality            : Pakistani
Date of Birth        : 05.Oct.1986
Place of Birth        : Pakistan
Marital Status        : Married
Residential Status   : Residence visa
Emirates driving license 
EDUCATIONAL QUALIFICATION

High School: Finished high school successfully and my percentage was (80.5%)
-------------------------------------------------------------------------------------------------------

University: Business Administration, Finance & Accounting - Preston University, with Pakistani degree. 
-------------------------------------------------------------------------------------------------------

Spoken Languages: Urdu / Mother Language  
                                  English / Excellent (Writing –Reading – Speaking)
COMPUTER KNOWLEDGE

Good dealing with computer and use MS Office Windows and Internet etc,
WORK EXPERIENCE:
1. Company Name:   Dubai Air Wing
Job Title:                   Financial assistant
Responsibilities:       Data entering, Coding and Filing.
2. Company Name:   Al Qatari Transport
 Job title:                    Accountant 
Responsibilities:        Handle  Company Accountants
3. Company Name:   Spring Dale Indian School (CBSE)
 Job title:                    Primary Teacher
Responsibilities:        As class teacher handling all activities.
4. Company Name: Nazeer Watches & Jewelers 

Job title:  Marketing agent  

Responsibilities: Doing online marketing for the company
5: Got training from TNS (Middle East survey base company) for telemarketing

      May 2-10, 2011

PERSONAL SKILLS:
·      Self motivated, creativity, rapidly involvement with any new systems.

·      Good Communication Skills with local and international grangerization        (foreign client )
·      Able to work under highly stress (effort and time).
