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To contact this candidate send CV No by SMS to
4971505905010 with your company name, position
and salary range offered and we will call you back.





OBJECTIVE:


 Keen to get challenging career oriented and potential position, where I can use my theoretical knowledge, practical experience and interpersonal skills in an organization that provide me the opportunity to learn and grow
ACADEMIC EDUCATION:

	Qualification
	School / College / Institution

	B.com


	Punjab University Lahore.

2011-2012

	I.com
	Board of intermediate secondary education Lahore. 2009-2010


	Metric
	Fazaia inter mediate collage Lahore cantt.                   2007-2008



WOKING EXPERIENCE:

	Buildcore Engineering
01 june 2009- 31 Jan 2010

	As an Admin Coordinator in HR&A department at Buildcore Group Head Office-Lahore 
JOB RISPONSIBILITIES:

· Maintaining of staff attendance & Leave record
· Maintaining Petty cash and other admin expenses.

· Maintaining VRE and VME & periodic maintenance record of company vehicles
· Maintaining personal files/HR data of company Employees.

· Preparation of weekly reports of Admin department  


	Danish enterprises                     
 01 Aug 2010- 30 Jan 2011

	As an Officer Admin/Accounts in HR&A department at Danish Group Head Office-Lahore.
JOB RISPONSIBILITIES:

· Maintaining Staff and Workers attendance.
· Maintaining Petty cash and other admin expenses.

· Maintaining VRE and VME of company vehicles.

· Maintaining complete record of Employees of company.

· Maintaining Bank accounts of company CEO
· Maintaining & timely payment of company & personal bills of CEO 

	Arabian Etimaad Industrial Co.
A Khaled Juffali Group Company Saudi Arabia.
23 feb 2013 – 07 feb 2014

	As an Admin Coordinator in HR&A department at Ras Al Khair Power Plant KSA. 
JOB RISPONSIBILITIES:
· Time keeping of RAK-Supply site including Master File of RAK Supply site

· Leave Record of workers RAK-Supply site
· Marking of daily attendance on time cards and cross checking with site time sheets & client’s time sheet as well

· Preparation of Supervisor wise Daily  Manpower report 

· Preparation of Monthly Attendance for payroll 

· Maintaining of camp data on daily basis 

· Preparation of monthly camp’s reports i.e. Water & diesel consumption etc 



	Unique Forex Trader.

05 Apr 2014 – till

	As a Forex Trader.


Over all Experience: 
                                   
                                 Above 4-Years
PERSONAL PROFILE:
          Date of Birth 
: Feb 13th 1990

Nationality 
: Pakistani 


Religion 

: Islam 


Marital Status 
: Single
EXTRA CURRICULAR ACTIVITIES:

· Surfing internet

· Reading.
· Writing.

· Playing Football.
· Watching movies.

REFERENCE:


· Can be provided on request.

