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Curriculum Vitae


<Consultant Name>


Bachelor of commerce

Objective: 
A target oriented, enthusiastic and self-motivated professional with over 6 years of proven experience. Seeking a career based position where I can utilize my experience and expertise in achieving organizational goals
Data Operator and Accounts Assistant
Nestle Pakistan Pvt. Ltd.
                                        June 2007 May 2009
Responsibilities:
· Business Correspondence
· Customer Relations 
· Handling of cash
· Maintain record, prepares reports and performs work processing assignments

· Act as a single point of contact for phone calls and emails from staff regarding issues and queries
· Prepare daily, weekly and monthly statements
· Administrative Support

· Entering the data on daily basis 
· Sending the data on weekly basis to the head office for customers payment

· Entering the transport kilometer bills on daily basis

· Handling the whole store 
Raw Material Store Officer
Saffron Pharmaceuticals Pakistan
                                June 2009 March 2013                   
Responsibilities:

· Receiving raw material according to delivery challan
· Make goods receipt note in the computer system
· Pasting the tags on the material after making goods receipt note in the system
· Than to handle these material to quarantine area 
· To shift the material to the release area after releasing by quality department
· Issuing raw material to the production department on demand raise by department head signed by production manager
· Enter in the system of issuing material
· Responsible to keep raw material according to the system for the monthly internal audit as for as external audit
· Responsible for the up to date of the  raw material store
· Responsible for the cleanliness of the whole ware house 
· Responsible of all the ware house records
· Making the standard operating procedure for all the work in the ware house
· Promote the working ability of all the workers of the ware house
· Creating the purchase demand of all the raw material 
Farm Sale Officer
Maxim international Pvt. Ltd
                                        June 2014 July 2015
Responsibilities:

· Visiting all the big animal farm
· Motivating the farm owner for the company’s product
· Creating sources for the company’s sale on the big farm 
· Making a company franchise in every market 
· Creating order by the franchise 
· Make a sure delivery of the company product the distributor 
· Creating a promotional sale on each day  

· Achieved appreciation award on 1st January 2015 by the management  
Educational Qualifications:
2002          Bachelor of Commerce
1998          Diploma in Commerce                           
1996          Matriculation
Technical qualification
· Ms  Excel
· Ms Word
· Microsoft outlook
Personal Data
· Date of Birth



01-04-1982
· Marital Status


Married

· Language



Urdu, Punjabi, English

· Nationality



Pakistani
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