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OBJECTIVE
Seeking a challenging position in a dynamic and well reputed organization which offers good opportunities and challenging working environment to enhance my education, skills and experience to the utmost, by contributing in achieving organizational objectives and working out a mutually beneficial growth path.

PROFILE
· Expert in Core area of Administration & Marketing. 
· Holding Masters Degrees of MSc (Accounting & Finance). 
· Expert in accounting software such as Peach Tree, Quick Book, Tally ERP. 
· Ability to effectively interact with employees at all levels of organization. 
· Excellent Customer support and Problem- solving skills. 
· Professional phone manner (voice, pitch and tone). 
· Excellent in Communication skills and Ability to interact with people. 
· Excellent in Time Management and Multi-Tasking Skills. 
· Ability to work under pressure & in a team environment. 

ORGANIZATIONAL EXPERIENCE
	College of Accountancy and Finance.,
	June 17th 2011 to 28th March 2014

	Executive Customer Officer & Assistant Accountant
	
	

	Institute of Business and Finance.,
	May 15th 2010 to 16th June 2011

	Office Coordinator
	
	

	
	
	

	EDUCATION
	
	

	 MSc ( Accounting & Finance ) from NCBA&E, Lahore
	
	2014

	 Bachelor in Commerce from Punjab University, Lahore
	
	2009

	 Intermediate in Commerce from Board of Intermediate, Lahore
	2006

	 Matriculation Board of Secondary Education, Lahore
	
	2005


CFE (College of Accountancy and Finance)
Executive Customer Officer & Assistant Accountant
JOB RESPONSIBILITIES
· Coordinating, supporting and leading educational events. 
· Coordinating with Faculty Staff. 
· Demonstrating and exercising the learning techniques and teaching methods for both staff members and students. 
· Provide front desk support to guests and clients. 
· Answer telephone and handle flow of visitors. 
· Type and distribute letters and correspondence. 
· Manage files, record systems, office supplies. 
· Organize staff meetings and executive calendars. 
· Assist in interviewing and hiring personnel. 
· New hires with preliminary work information. 
· Coordinate and plan meetings and corporate events. 
· Make sure that customer complaints are catered to appropriately. 
· Distribute mail and faxes to appropriate recipients. 
· Cash Handling, Book keeping and Dealing with all Banking transactions. 
· Working on Software (Peach Tree). 
· Summarizing the Accounts. 
IBF ( Institute of Business and Finance )
Office Coordinator

JOB RESPONSIBILITIES
· Handling new Inquiries regarding Admissions. 
· Working on Software (Quick Book). 
· Coordinating with Faculty Staff. 
· Demonstrating and exercising the learning techniques and teaching methods for both staff members and students. 
· Create and maintain liaison with external agencies and suppliers/vendors 
· Coordinate and plan meetings and corporate events. 
· Manage petty of office 
· Assist in interviewing and hiring personnel 
· Conducting Trainings on Teaching Methodology. 

SKILLS
 IT SKILLS
: Peachtree, QuickBooks, Tally ERP, Microsoft Office (Word, Excel PowerPoint).
 LANGUAGES : English, Urdu & Punjabi.

PERSONAL INFORMATION
	Date of Birth
	:
	05th May 1989

	Visa Status
	:  Long Term Visit 

	Marital Status
	:
	Single

	Nationality
	:
	Pakistani

	Interests
	:
	Sports, Current Affairs.


