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COMPUTER SKILLS:
· Office Automation

· Peach Tree 

· MS office (Ms Word, MS Excel, MS Power Point)

· Internet (Browsing, Mailing, Chatting, Networking)

· Hardware (Trouble Shooting, Installation)

· Know How about Most of the PC hardware

LANGUAGES:
· English
· Urdu
· Punjabi
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JOB OBJECTIVE:





To work with the team of professionals in a well-reputed organization having sound foundation, where I could utilize my education and skills as well as career growth and provide me the platform for becoming a well recognized professional.





ACADEMIC QUALIFICATION:


	B.com:                                                                 2009


Punjab University , Pakistan


I.C.S:                                                                   2006


               BISE Rawalpindi, Pakistan


             Matriculation:                                                    2004


             BISE Rawalpindi, Pakistan





WORKING EXPERIENCE:


October 15th, 2009 to present working as a Admin Data Clerk in Iqra Model Secondary School Kallar Syedan, Rawalpindi. Major responsibilities were as follows.


Preparing Fee Vouchers


Maintain Stock Register


Deposits of Fees in Bank


Prepare Expenditure Account


using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Access, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases;


devising and maintaining office systems;


booking rooms and conference facilities;


using content management systems to maintain and update websites and internal databases;


managing and maintaining budgets, as well as invoicing;


liaising with staff in other departments and with external contacts;


ordering and maintaining stationery and equipment;


sorting and distributing incoming post and organising and sending outgoing post;


arranging travel and accommodation for staff or customers and other external contacts;


liaising with colleagues and external contacts to book travel and accommodation;


organising and storing paperwork, documents and computer-based information;


photocopying and printing various documents, sometimes on behalf of other colleagues;


recruiting, training and supervising junior staff and delegating work as required;


manipulating statistical data;


arranging in-house and external events








�





tionality:	Pakistani


Date of Birth: 12/04/1985


Marital Status:	Single


Religion: 	Islam














October 15th, 2009 to September 30th, 2010 working as a Assistant Manager Accounts in United Insurance Company of Pakistan Ltd. Major responsibilities were as follows:





Preparation of Bank reconciliation 


Management and recording of operational & maintenance fund 


Maintaining  filing system 


Assist management in internal  and external audit


Perform all Bank related works


corporate insurance


life assurance


reinsurance


gaining new business by identifying and exploiting opportunities in the local market


developing and maintaining good working relationships with clients


primarily insurance brokers and independent financial advisers


introducing new products and promoting them through regular visits and communication with intermediaries


increasing profitability of existing product lines by encouraging clients to use added value services wherever possible


consulting on the most effective cover for a particular need


delivering good customer service by responding swiftly to queries and concerns from clients


maintaining detailed knowledge of new and existing products by liaising with colleagues


ensuring credibility with clients by maintaining detailed knowledge of current market conditions and competitors' products


monitoring and reporting on performance against agreed sales targets, sometimes including monitoring the performance of other sales staff 


Establish and build new relationships with existing and potential producers that have prospective business that meets the companies underwriting criteria


Maintain existing relationships in order to protect existing books of business


Be prepared to travel throughout Victoria and interstate on occasion


Develop an in depth understanding of your company’s products


Co-ordinate any marketing campaigns to prospects


Conduct broker training and presentations


Provide feedback to the underwriting department to ensure quality service and underwriting standards are maintained


Assist brokers with product and business queries


Assist in general department matters when required


Demonstrate business planning skills to achieve visitation & sales targets











September 09th, 2006 to October 16th, 2006 worked as a Teacher in National Model High School For Boys Kallar Syedan Rawalpindi. Major responsibilities were as follows:





Teaching, academic affairs, official communication and correspondence


Coordinating liaison with the government, non-government bodies and other stakeholders


Drafting  strategies for the promotion of the University events and campaigns


Preparing & applying evaluation forms used to assess students & courses;


Supervising the process of developing & applying the admission and registration program;


Undertaking personal research projects and actively contributing to the institution’s research profile;


Assisting in the development of learning materials, preparing schemes of work and maintaining records to monitor student progress, achievement and attendance;


Acting as a personal tutor to a number of students.


Drafting administrative policies regarding student education and welfare issues and ensuring their implementation;


Leading and directing the student academic representation structures;


Working with University academic and non-academic staff in conjunction with students to create formal and informal platforms to address their concerns;


Providing leadership and support to the network of students attached with various projects;


Conducting research activities, involving surveys and focus group interviews with students in order to provide feedback to the College.


Recruit and select full-time and part-time students onto relevant programmes and meet enrolment targets;


Engaging and supporting all students in learning;


Undertaking administrative tasks related to the institution, such as student admissions, induction programmes and involvement in various committees;


Prepare teaching sessions and develop teaching materials;


Prepare multimedia equipment or other audiovisual equipment for the interactive language classroom









