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SKILLS

· Knowledgeable in computer Applications

· Work Oriented and Fast learner

· Can work efficiently and accurately under pressure

WORK EXPERIENCE

Center for Law and Justice 

An affiliated with American Center for Law and Justice (ACLJ)

Admin Officer / Accountant



September 2009 – To February 2015 

1. Provide management guidance & advice on complex administrative issue, including proposals for changes in structures, authorities, responsibilities resource levels.

2. Produce major/complex reports for management.

3. Provide expert guidance leadership to more junior staff.

4. Perform other related work as required.

5. Arrange meetings with the staff to provide ideas regarding management and sharing quality work.

6. Prepare schedule dairy of exeacutives.
7. Travel arrangements for senior staff.
8. Prepare finacial reports monthly. 
9. Keep record of day to day expense.
10. Check the transfer of funds and salaeies. 
11. Take care of peti cash, stationary and other utensils.
           Australian Education Office (AEO)

Part time as an Invigilator


January 2005 – To February 2015

1. Invigilate candidates in attempting IELTS exam.

2. Performing duties as an examiner.

3. Examiner of English Speaking Module for the IELTS.





SCHOLASTIC RECORDS

Government College of Punjab

           Graduation in Business Administration.                                2014
Board of Intermediate and Secondary Education Lahore

Intermediate 






2011

Board of Intermediate and Secondary Education Lahore

St. Anthony’s High School



Matriculation






2008





PERSONAL DATA

Birth Date:
July 29, 1982

Citizenship:
Pakistani 

Civil Status:
Married

Visa Status:
visit visa (long term visa)

I hereby certify that the above information is true and correct to the best of my knowledge.

