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Seeking a position in Accounts / Customer service / office administration in an organization with a potential for escalation, an opportunity for constant learning, and the environment to enhance my abilities. 


· A diligent and conscientious individual with experience in the local business scenario.

· A quick learner, lateral thinker, and valuable team player.

· Always give attention to detail and quality and have the ability to view new perspective under pressure.

· Self-motivated and willing to put in long hours as and when required, this also works my way in achieving results in time.

· Possess sound client service skills in a multicultural and a high-pressure environment, good communication skills, and also am willing to learn from others and from daily experiences gained from within or outside the working environment.

· Flexibility and adaptability in the face of changing priorities and workloads

· Ability to work well as part of a team- to exhibit objectivity and be open-minded towards the ideas and views of others, give as well as welcome feedback, contribute to building team spirit, aid others to succeed 

 

                                              
Company
: MANPOWER-ELECTRO MECHANICAL(WORKED THERE SINCE 2 YEARS..2010-2012)
Department
:Accounting operations
Designation
: Accountant
My responsibilities include:.
· Taking records of  income and expenses of the company.
· Accept cash and checks for deposit and check accuracy of deposit slip
· Receiving and recording invoices and arrangement of payments.
· Preparing and sending invoices to debtors.

· Calculate and distribute wages and salaries.

· Maintained Daybook, Sales, Purchase & Stock Registers; posted ledgers, petty cash.

· Coordinate with bank authorities and auditors, ensuring compliance with all regulatory bodies.

· Assist the Accountant in finalization of Accounts, / Trial Balance etc.

· Payments follow up with customers.

· Screen telephone and personal callers.

· Make and record of appointments.

· Operate office equipments such as photocopiers; fax machines; etc..

· Receive and process incoming and outgoing mails.

· Store and retrieve data on computers.
Company
: Grace Collections, Expo Centre   (Sharjah)   
       (26 July 2012 - 18 Aug 2012)

Department
: Sales & Promotion 
Designation
: Sales Promoter (Part-time)
 

My responsibilities included:

· Demonstrate merchandise and answer questions for the purpose of creating public interest in buying the product. 

· Sell demonstrated merchandise, goods or services.

.

· Provide product samples, coupons, informational brochures, and other incentives to persuade people to buy products.

· Keep areas neat while working, and return items to correct locations following demonstrations.

· Sell products being promoted, and keep records of sales.
· Set up and arrange displays and demonstration areas to attract the attention of prospective customers.

· Suggest specific product purchases to meet customers' needs.

· .
· Work as part of a team of demonstrators to accommodate large crowds.
· Organizing, planning, and prioritizing work
· Practice demonstrations to ensure that they will run smoothly.

· B.Com (Bachelors of Commerce) degree from Al-Orouba Educational Centre affiliated with Sarhad University Islamabad, Pakistan.

· HSSC in pre-engineering overall grade B 
I am holding Higher Secondary School certificate (HSSC) from Federal Board of Pakistan in science

· Well versed in basic computer programs. Having hands on knowledge on 

· Ms Office (Word Excel, PowerPoint)

· Full Command on Excel –Formulas and preparing reports.

· Internet browsing 

             

                                                   

· Date of Birth  

: 14-march-1990
· Marital Status   
: Single

· Nationality   

: Pakistani

· Sex    


: Female

· Visa Status   

: Holding Fathers sponsorship

· Language Profile  
: English, Urdu, Arabic (learning)

· Driving license   
: Holding UAE  driving license.
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