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	Placement Objective


	· To obtain a challenging position in organization, where human resource is valued, performance is rewarded and opportunities are available for advancement and growth.


	Qualifications
	·  Certified  in Tax Management from Skill Develop Council (SDC)  
· Bachelors in Commerce from Premier Collage - 
2nd  Division- 
· Inter in Commerce from Premier Collage - 

	
	

	Professional Experience


	· Import Officer at Jubilee Corporation
· (Aug – 2013 to date)

   Responsibilities:

· Preparing LC / BRC Opening Process as per agreement 
With client and banks.  

· Co-ordinate with Bank regarding LC opening, amendment

  Payment and their other matters.

· Co-ordinate with insurance Company regarding Marine

  Cover Note and their other matters.  
· Responsible to tracking Shipment.

· Co-ordinate with Clearing and forwarding agents. 
· Maintain ERP System from Purchase Contract to GRN.

· Maintain Inventory as per Warehouse Concern.
· Billing Officer at Jubilee Corporation.
(Jan-2011 to Aug-2013)

Responsibilities:

· Working Computerized Accounting in ERP System.  
· Managing the Billing Process.

· Coordinating with others department to run smoothly and    prioritizing the work.  
· Managing and preparing commercial and sales tax invoices.
· Preparing  Non-Deduction Withholding Certificates
· Preparing Credit / Debit Note.

· Bill of Entries 
· Provide documents to clients regarding sales tax discrepancies     and non deduction withholding tax.


	Extra Curricular Activities and Interest 


	· Training of Fire fighting, Search and Rescue from FOCUS

· Serving as Rover Scout of Aga Khan Scouts Group

· Serving as Member of Nizari Social Welfare Board.
· Serving as a Member of Audio Video Department Head at Aga Khan Audio Visual Department.

· Participating in Educational Workshops and Seminars.


	Skills
	· Good Knowledge of ERP System 
· Good Knowledge in SCM Process

· Inventory Management
· Microsoft Office
· Microsoft Outlook
· Microsoft Access
· Team Work 
· Typing Speed 50 to 55 w.p.m

· Event Management

· Online Research Work / Reviews

· Audio Visual Aids
· English and Urdu Language




	Personal
	Date of Birth: April 19th 1988 at Karachi, Pakistan


	Reference
	· References can be provided on request
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