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Summary
A management position in a result oriented organization that seeks an ambitious person, where acquired skills, experience and education will be utilized towards continued growth and advancement.

· Installing and Operating Windows XP, Vista, 7 etc.

· Good working & knowledge of Internet Surfing.

· Good Command on MS Office.

· MS Excel.

· Word.

· MS Power Point.

Good communication skills.

Good presentation and organization skills.

Determined to work hard and gain experience.

Ability to learn things fast.
Takes responsibility, creative.
Self confident with positive mind set.
Honest with work and firm.

The most interesting that I can work in various department of company like in HR,Accounts,Finance,Administration just need some initially support and I can work .

Having excellent written and spoken communication skills in English

April 2011 to Dec 2014

Accounts Officer

Responsibilities:
· Daily Record Journal entries on excel.

· Make sales invoices.

· Maintain sales invoices and reports.

· Maintain Accounting record on excel.

· Recording of expenses & Purchases and materials delivery.
· Make profit & Loss report and submit to the Manager.
· Urgent maintenance of computer hardware and software upgradation etc.
· Receipt, issue and inventory control of material.

· Bank deposits, and Payments through bank online.

· Preparation of Month end reports, Year end reports.

· Evaluate monthly profit and loss account.

· Checking vouchers with supporting documents.

· Correcting the ledger accounts.

 June 2007 to March 2011
Customer Relation Officer:

Responsibilities:
•
Increase the customer experience by providing information on new products,  rate plans, and services through up selling opportunities.

•
Provide effective and timely resolution of a range of customer inquiries

•
Take full Ownership of Customer issues

•
Issuance of duplicate Sims and selling new Sims.

•
Activation of new Postpaid Numbers

•
Migration PRE-POST

•
Bill Payment.

•
Selling Easy load

•
Package plan changing.

•
Mobile Number Portability

•
Mailing of customer on different issues to backend department

•
Maintaining the stock and reporting to C.R.M.
Personal Details:


Status:                                 Single
Date of Birth:                     02-02-1989
Nationality:                        Pakistani

Education:


Masters in Humain Resource Management                                                                                        [2013]

Bachlors in Commerce from University of Sindh Jamshoro 
[2011]
Intermediate From Hyderabad Board  
[2006]
Matric from Hyderabad Board  
[2004]
Trainings:


· Information Technology (IT).
· Diploma in Computer Business Management (DCBM).
· Small and Medium Enterprises Financing.
· Specialization in Account of Education.
· Specialization in Account of Whole Seller.
· Sales Management.
