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Objective


Seeking a challenging position in progressive organization with an aim to contribute effectively towards achievement of organizational goal to the best of my capabilities and to develop my professional skills as well.

Academic Qualifications Certificates :         Board/Universty           
 M.A Eng  (literature) continued…..)                    Punjab University Pakistan                 
 B.A     (sociology, Eng. (literature), history)
       Punjab University Pakistan                 

Skills:
· Complete knowledge about documentation and regulatory requirements.

· Knowledge of Accounts Payable & Receivable processes and procedures.
· Strong Ms Office skills.
· Strong organizational and multi-tasking skills. 

· Excellent interpersonal and communication skills

Professional Exposure:

Duration:



May 2013 to February 2015                

Organization:



WE Consultant. (Pakistan)
Position:



Office Administrator
Job Profile:

· Drafting official letter for internal as well as external correspondence.
· Handle accounts payables and accounts receivables.

· Handle invoice entries and double-check these for accuracy.

· Handling incoming / outgoing calls, correspondence and filing.

· Faxing, printing, photocopying, filing and scanning.

· Organizing business travel, itineraries, and accommodation for managers.

· Monitoring inventory, office stock and ordering supplies as necessary.

· Updating & maintain the holiday, absence and training records of staff.

Duration:



May 2011 to May 2013
Organization:



INFO TECH (Pakistan)                    
Position:



Office Administrator, Sales Man
Job Profile:

· Day to day reporting to the sales manager on issue of sales position.

· Handling deliveries regarding to products.

· Posting all the sales invoices in computer

· Drafting official letter for internal as well as external correspondence.

· Handle bank reconciliation matters.
· Handle accounts receivable and accounts payable.
· Prepare forms and manuals for accounting personel.

· Prepare financial reports regarding financial condition of the company.

· Provided support and developed supply chain and arranged logistic procedures for them.

· Prepared necessary documents for the logistic department and consignments

· Assisted with the developing of logistic infrastructure for the company

Personal Details:
Date of Birth:
03 Oct. 1991
Nationality:
Pakistan

Marital status:
Single 

Languages known: 
English, Urdu, Hindi
Visa Status 
   Visit Visa
Reference:

Will be readily furnished upon request
