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	Career Objective:

	
	To join a dynamic and progressive organization offering ample opportunities of diversified exposure and challenging environment where I could utilize my education, experience and skills to enhance my career.

	Working Experience:

	
	2013 to Till date

Machine Zone (Pvt) Ltd Lahore

Admin & Accounts Officer

· Responsible to maintain record regarding to workers daily attendance, their overtime, manage salaries, cash handling, manage transportation activities, security issues and new appointment etc.

· Manage outdoor activities regarding to workers benefits e.g. Social security and E.O.B.I etc.

· Manage company’s issues with Government offices e.g. WAPDA, PTCL etc.
2009 to 2013
S. T. Engineering Services (Pvt) Ltd, Lahore.
Admin Officer

· Responsible to maintain record regarding to workers daily attendance, their overtime, manage salaries, cash handling, manage transportation activities, security issues and new appointment etc.
· Manage outdoor activities regarding to workers benefits e.g. Social security and E.O.B.I etc.

· Manage company’s issues with Government offices e.g. WAPDA, SNGPL, PTCL and L.D.A etc.
· Responsible to resolve all internal problems regarding security, factory maintenance/constructions & look after warehouse.


	
	2006 to 2008.


Pakistan Association of Automotive Parts & Accessories Manufacturers (PAAPAM), Lahore.
Accounts Officer + Office Assistant
· Maintain office documents and responsible to resolve issues regarding to accounts and banking.
· Responsible to arrange timely technical seminars, meetings regarding to industrial awareness.
· Responsible to give latest information in the Auto Sector, latest Govt. policies to PAAPAM members.


	
	June 2000 to November 2005.


Translink International, Lahore.
Office Assistant
· Responsible to collect goods from airport and distribute these goods to our valuable customers.

· Maintain the inventory record related to goods issuance and their invoices, quotations, delivery challans and accounts details. 

	
	

	Technical ExpERIENCE
	Year 1993. to 1998

Syed Bhais (Pvt) Ltd. Lahore.
Machinist 

· During this period, perform operating activities related to  all types of machines e.g. Conventional Lath Machine, Conventional Milling Machine, Shaper Machine, Grinding Machine & CNC Milling.

	Education

	
	Metric (S. S. C) with Science 

Year 1988. from Rawalpindi Board of Education


Intermediate (F. A)
Year 1992. from Lahore Board                                                         

Bachelor of Arts (B. A)

Year 2003. From Punjab University, Lahore.                                              

	TECHNICAL Education

	· One Month Certificate in Computer Aided Drawing & Drafting (CADD) from National Institute of Design and Analysis (NIDA), Lahore.

· One Year Diploma in Computer Science from Awan College NWFP.

· Three Years Apprentership Training in the trade of Machinist from PECO, Lahore.


	SKILLS /ABBRIBUTES

	· Communication
:  English, Urdu , Punjabi

· Computer (I.T.)
:  MICROSOFT WINDOWS including Windows Xp , Vista &                                            Windows 7, 
· Software:  AUTO CAD, MS Office (Word, Excel, power point), In-page, 

· Internet/Browsing, Time Excess (payroll management software & SQL) 
· Ability to perform with precision and confidence under pressure.

· Good communication skills.

· Ability to adopt different environment and systems.

· Professional attitude and work ethics.

· Keen sense of willingness to learn.

· Strong inclination to assist co-workers.

· Commitment to provide exceptional customer services. 

· Ability to build productive relationships. 

Ability to work after working hours and on off days.


	Personal data

	
	· Marital Status:-            Married

· Date of Birth:-             18-04-1972

· 


Reference:

To be furnished upon request.
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