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	Visa Status
	Visit Visa
	

	ACADEMIC CREDENTIALS
	

	Particulars
	Institute
	Year

	B.ED
	AIOU(ISB)
	2013

	M/A Economics
	Punjab University
	2012

	B.A
	Punjab University
	2009

	F.A
	Rawalpindi Board
	2007

	S.S.C
	Rawalpindi Board
	2004

	MANAGEMENT ADMINISTRATOR (1Year)
	  July 2012- Sep 2013 

	Provincial Disaster Management Authority (PDMA).

	· My key responsibilities include:

· Assist the District Review Committee (DRC) by entering all the data pertaining to appeals into the NADRA database on a regular basis

· Assist the DRC in ensuring compliance to SOPs for proper documentation of each appeal lodged and uphold transparency and accountability as outlined in the Citizen Damage Compensation Program (CDCP) Operational Manual.

· Facilitate DRC members to receipt and maintenance of manual record of grievances appeals.

· Assist DRC in sorting of appeals into various categories as outlined in the Case Management Guidelines.

· Promotion of Project and increase awareness in new area through Political meetings, session.   



	ACCOUNTANT (1 Year)
	  August 2011-july 2012  

	Silk Bank

	· My key responsibilities include:

· Prepare Invoices, departmental billings, cash Receipts, journal vouchers.

· Bank operations and preparation of bank reconciliation statement. 

· Compile and review information for accuracy; and maintain records.

· Preparation of Profit & Loss Statement.

· Responding to Enquires / Monthly Operational.

· Issuance of cheques and receipt of dues from the members.

	SKILLS
	

	· Ability to control and managed all the accounts and budget.

· Administrative ability to tackle all the situations related to office.

· Good ability of presentation.

· Ability to Produce Desirable results in an Ever Growing Environment

· To cope with Stress and Pressure with much Focusing and Consistent Attitude.

	PERSONAL DETAILS
	EXTRA CURRICULAR
	

	· Date of Birth:

· Nationality:

· Languages:

· Gender:
· Marital Status
· Passport No
· Date of Issue
· Date of Expiry
	Dec 13 , 1988
Pakistani

Proficient in English, Urdu, and Hindi 

Male

Single
DX1320201

26th February 2015

25th February 2020
	· Movies.

· Games.

· Internet
	

	REFERENCES

	Will be provided on request.


