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SKILLS:

· Tremendous agility to learn new systems and processes with impressive speed and accuracy 
· Strong prioritization, multi tasking, and organizational skills with attention to detail

· Extraordinary communication and marketing skills both orally and written
· Strong work ethic; loyal with enthusiasm, integrity, and dedication 

· Administrative experience (computers, copiers, scanners, printers, fax machines) 

· Understands and implements all company policy and procedures 
· Thinks creatively able to offer innovative solutions
· Proficient negotiation skills with ability to influence
· Proficient with Microsoft Office Suites 2007, 2010 (Word, Excel, PowerPoint, Publisher

EDUCATION:        
Bachelor of Business Administration (Finance)                                            
Comsats Institute of Information Technology 
Abbottabad, Pakistan     2014
WORK EXPERIENCE:
Financial Assistant                                    Islamabad, Pakistan            August to November                                                                                                  Gilgit Charter Goods Forwarding Agency                                                         2014
Accounting Department Intern  

Master Textile Mill 


        Lahore, Pakistan

                2014
· Developed, implemented, and modified accounting systems and maintained records
· Analyzed business operations, trends, costs, revenues, financial commitments, and obligations, to project future revenues and expenses or to provide advice

· Worked on financial reporting, accounting, billing, collections, payroll, and budgeting

· Analyzed the financial details of past, present, and expected operations to identify development opportunities and areas where improvement is needed

Advertising Agency Intern 

Channel 7 Advertising Agency  
     Islamabad, Pakistan                           2013
· Collaborated with a team in order to increase clientele of organization
· Explained organization and services to customers

· Analyzed challenges and implemented solutions

Account and Relation Department Intern 

JS Bank                                                  Abbottabad, Pakistan                          2013      
