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Position Applied for :
Suitable job
Objective:
To serve in a progressive organization offering job satisfaction, a challenging work environment
and vast opportunities for career development based purely upon achievement and results.
Summary of Qualifications:

  Years   
Marks 

Master of Commerce (M.Com Part First):

                  (2013)
   
414/800       

(M.Com Part 2nd Wait for Result):
Bachelors of Commerce (B.Com):

                 (2009)   
848/1500 
Intermediate of Computer Science (ICS):  
                 (2007) 

552/1100

Matriculation in Science:



                 (2005)
      
433/850 

Professional experience:
Social Welfare Organization Dera Nawab Sahib Bahawalpur, Pakistan: (NGO)
I worked from 10-09-2013 to present in social welfare organization as an Assistant Accountant and Computer Operator
Jobs Descriptions 

  Preparing income statement & Prepare all books of accounts
  Preparing salary sheets 

  Preparing daily weakly and monthly works  report 
  Carrying out all clerical related duties. 

  Report of staff Attendance of employees 
  Preparing paper stock for printing & Stationeries etc.
Uni Lever (Pvt) Ltd. Company Bahawalpur, Pakistan :
I Worked from  15-02-2012 to 01-06-2013 as a Sales Officer & store Keeper in Uni Lever (pvt) Ltd. company
Jobs Descriptions:
• To Arrangement & maintaing store products

• To Cheek the product quality and quantity
• To sell the company product to our current and potential customer. 
• Addressing customer issues and communicating the information in a timely manner to their immediate manager. 
• Projection of image of the company to its customers.
• Collate company receivables.
• Maintain communication with team members.
• Ensure company products are handled with carefully 
• To implement company visibility plan.
Khawaja  Bashir Ahmed & Company:
I Worked from 01- 08- 2010 to 31-03-2011 as an Assistant Accountant and Computer Operator.
Jobs Descriptions:
  Preparing sale and purchase ledger books of oil cake & Cotton Lint  
  Preparing Books of Accounts 
  Preparing salary sheets 

  Preparing daily weakly and monthly stock arrival & delivery report 
  Carrying out all clerical related duties. 

Jahandad Society for Community Development Lahore, Pakistan: (NGO)
I  Worked From 01-02 2009 to15 -01-2010 in JSCD as a Computer Operator and 3 Month as A Field Officer 
Jobs Descriptions:
  Preparing salary sheets 

  Preparing daily weakly and monthly visit report 
  Carrying out all clerical related duties. 

  Report of staff Attendance 
  Preparing paper stock for printing & Stationeries etc.
• Report competitor activities in the market place.
Economy pesticide Bahawalpur:

I worked from 01-02-2007 to 31-01-2009 in Economy pesticide as sales Man Bahawalpur
Jobs Descriptions:
• Establish excellent rapport with customers.
• Sell company products in designated channels.
• Report competitor activities in the market place.
• Delivered the products by invoice.
• Maintain vehicle in proper condition. 
Personal Bio-data:

Date of Birth


:
12-02-1989

Nationality


:
Pakistani
Religion


:
Islam

Language


:
English, Urdu, Punjabi, SARIKI

Marital Status


:
Single
Computer Skills:

Diploma: 6 Month IT Diploma in Computer Sciences
(2008)
Majors: M/S Office, Urdu In page, Internet, Adobe Photoshop.  

Other Key skills: 
 Sales & Marketing, Sale invoice & Purchase invoice, Advertisement, Motivation, Daily work Report ,General Journal, General ledger, Cash receipt & payment voucher, Trail Balance, Income statement, Balance Sheet, Salary Sheet, Bank statement,.
Declaration:



I hereby declare that the above detail furnished by me are true to the best of my  knowledge and belief.

