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PERSONAL INFORMATION

Visa Status


Visit Visa

Date of Birth


03-01-1983

Height



5`7”

Marital Status


Single
Residential Address:
Frij Murar, Dera Dubai
Status of Health                      Excellent

Academic Qualification:

Bachelor of Commerce(B.Com)     Punjab University Lahore                                                                                     (Year, 2010)
Faculty of Arts (F.A)
 Private Multan Board


(Year, 2002)
Matriculation                                   Govt. High School Pakpattan


( Year,1997)
JOB EXPERIENCE
Total Experience                    09 years

Experience Details:
TESCO Superstore United Kingdom (U.K)           03 years      Oct 2010 to Mar 2013
Customer Relations and Stock Manager
Responsibilities:

· Handling the Stock and all the financial matters
· Customers Relations

· Managing regular accounts, ledgers and balance sheets

· Involved in accounts reconciliation, Budget analysis 

· Prepared bank and general ledger accounts, daily cash deposit accounts
Punjab Group of Colleges Lahore                06 years         01 Dec, 2004 to 31 Jul, 2010
Office Administrator
Responsibilities:

· Office administration 
· Maintain documentation
· Good line of communication with interoffice departments, result formulation

· Duty plan, paper composing, seating plan, notice preparation

· Development of time table, arrange the exams and exams bills

· Salary sheets, and maintain the accounts matter 

·  Maintain daily, weekly, and monthly progress reports arranges the meetings with officers and official to discuses problems and solve them with good miner.

Software Skills:
· Accounting Software
· MS Office

· Corel Draw

· Inpage
· Instant Artist
· Basic
· Fox Pro
· DOS

· Data Bases Handling
· Networking and Internet

Linguistic Skills:
English, urdu, Punjabi
Personal abilities
· Problem solving attitude
· Team player management
· Good learner and self starter
Reference will be furnished on demand 






