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 ׀ To pursue a long term progressive career in a dynamic firm as a proficient, committed, innovative and committed professional. I want to augment my skills and apply professional knowledge to challenging problems leading to growth and development of organization. ׀

׀Personal inforMation׀
Nationality: Pakistan 

Marital Status: Single
׀work experience׀
 GlaxoSmithKline Pak Ltd 
 April 2011 – October 2014
 Business Support / Sales Coordinator
 Company Industry: A Multinational Pharmaceutical
 Job Role: Assistant to National Sales Manager’s / Coordination
 Main Traits: 
· Assisting NSM’s & Sales Team in various assignments.

· Prepare & Analyze sales & stocks statements on daily, weekly, monthly & annually basis.

· Preparation of Sales Forecast.
· Preparation of Sales at distributor’s level.
· Coordination & Follow Up with Distributors regarding Demands.
· Prepare quotations & DRFs.
· Compilation of Sales at territory & regional level for disbursement of Incentives.  

· Targets allocation at Zonal & Regional levels.
· To check and forward all field expenses on fortnightly & monthly basis according to SOP’s. 
· To check and report on eDCRs of Medical Representatives.
· Compilation of Target Vs Achievements and send to head office for inducement purpose.
· Preparation of letters, spread sheets & presentations according to NSM’s requirements.
· Travelling & hotel reservation arrangements for NSM’s itinerary. 
· Follow up queries regarding pending approvals & expenses.
· Administrative Work, Documentation & Filing.
Vanguard Books (Pvt) Ltd
October 2007 – March 2011

Company Industry: Books & Magazines
Job Role: Accounts Executive / Admin Officer
 Main Traits:
Accounts Executive

· Prepare vouchers including (Cash payments, cash receipts, bank payments, bank receipts, purchase & journal voucher). 

· Reconciliation of banks, debtors & creditors ledger accounts on monthly basis.
·  Reconciliation of company purchases & sales accounts.
· To check & finalize suppliers bills & coordination with suppliers.

· To manage petty cash.
· Coordinate with auditors.

· To manage all bank related works.

· Preparation of pay rolls.

Admin Officer

· To manage the repair and maintenance of computers and office equipments

· Timely payment of all company utility bills

· To fulfill stationary requirements for all departments

· Maintain Logs and fuel bills of company motorbikes & cars

· To arrange for lunch during meetings

· Hotel reservations & Travel arrangements 

· Timely dispatch of materials to clients

· Maintain employees attendance record & issue cards to new joiners

· Maintain Visitor’s log book

· Liaison with government departments to resolve miscellaneous issues

· Manage petty cash and bank related works

· Coordination with all departments & other branches

· To submit daily work report to Manager

· Taking calls and provide assistance accordingly 
׀education׀
MBA (Masters in Business Administration)

Virtual University of Pakistan (4 Semesters Passed, Continue 2015)
B.A (Bachelors in Arts)
University of the Punjab, Lahore
I.COM (Intermediate in Commerce)
Quaid-e-Azam College, Lahore
׀ Language proficiency׀
· English 
· Urdu

· Punjabi
׀Miscellaneous׀
· Diploma in CAF (Certified in Accounts & Finance)
Kingston Institute of Professional Training, Lahore.
“Computerized Accounting on Peachtree” 

· Diploma in MS Office
DATUM Institute, Lahore.
MS Word, MS Excel, MS Power Point, MS Outlook & Internet.

· Know well about computers, accounting softwares (Quick Books, Tally ERP) & have good typing speed.
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