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CAREEROBJECTIVE:
To be a part of a dynamic organization that can provide me the opportunity to prove my abilities, knowledge and skills for the betterment of the organization and my professional Carrier
PROFESSIONAL SNAPSHOT

· A qualified Bachelor in Business & Commerce 4 year program (Finance) professional with 3 years of experience as Ticketing Officer at a family Park. 

· A proactive leader and planner with expertise of event management, Customer Handling and Sales Skills.

· Documentation skills for documenting project schedules, responsibilities and progress.

· Coordination skills with which to develop cordial relationships with other supervisors and complete projects.
· Background of research to obtain customer response through different surveys.
· Multi-tasking: Able to handle more than one project simultaneously.
PROFESSIONAL WORK EXPERIENCE: 

Organization:    Joy Land Family Park Lahore Pakistan    (Ticketing Officer Sep 2012 to Nov, 2015)
Responsibilities:
· Responsible for serving the general public by selling event related tickets. 

· Responsible for cash management and compliance. 

· Operates a cash management software and credit card equipment. 

· Responsible for customer service and general inquiries

· Supports marketing and promotional projects for ticketed events. 

· Occasionally supports event site ticket sales as needed. 

· Sells and processes ticket orders via mail, telephone, Internet, and over-the-counter. 

· Distributes literature to patrons and answers questions in response to inquiries about shows and events

· Assists with closing of the ticket office, including preparation of cash banks and updating seating charts and event information.

· Bank Dealings Including (cash withdrawals, Deposits, Payments).
Organization:     Intercon Group of Constructions    (Accounts Assistant (Payroll) Jan 2012 to Aug. 2012) 
Responsibilities:
· End to end processing of company payrolls (weekly, fortnightly and/or monthly). 

· Maintenance of payroll system and leave planning system. 

· Updating and maintaining payroll records and calculation and processing of termination payments.

· Liaising with staff and management on payroll related queries.

· Maintaining leave, sickness and overtime reports.

· Interpreting awards/agreements and contracts in relation to overtime and shift allowances 

· Payroll reporting to meet internal and statutory obligations.   

Organization:

Meezan Bank Limited (Internee for 3 Months) 
Responsibilities:

· Helping customer’s complaints and providing guidance regarding their queries. 

· Bank operations, Account opening procedure, Cash Management etc

· Issuance of check books, Credit cards

· Loan and Car leasing 

PERSONAL ATTRIBUTES, SKILLS & ABILITIES 

· Ability to work promptly with a variety of individuals, clients, colleagues and management.  

· Excellent managerial and strategic skills. 

· Strategic planning development and implementation. 

· Strong presentation and orientation skills. 

· Conflicts resolving and negotiation skills. 

· Ability to work under stressful conditions and short deadlines.  

· Ability to work effectively in a fast paced office environment.
· Flair to organize & prioritize tasks to meet deadlines.
· Able to use own initiative in identifying, addressing and resolving day to day issues and challenges

CERTIFICATION/ ADDITIONAL SKILLS:
E-Learning Courses on “Professional emails, Effective Presentations, Presenting Data, Managing Contact Information, Customer Relationship Management (CRM), Selling Online, IT for Business Success, online ticketing. 

· Oracle Financial                   (3 Ledgers including Journal Ledger, Accounts Receivables and Payable)

· Peach Tree                            (Complete Usage of Software)

· MS Office

   (All versions, esp. MS Word, MS Power Point and MS Excel)
· MS Excel


   (MS Formulae, Reports Automation, Macros, Presentations )
ACADEMIC EDUCATION:





EXAMINING BODY:

            YEAR
· B.Com (Hons’) Accounts              University Of Punjab

       2009 - 2013
· Intermediate (D.com)                   Board of Technical Education
       2007 - 2009  
LANGUAGE  
English, Urdu, Panjabi
PERSONAL INFORMATION:
Date of Birth

:
02-01-1990
Religion

: 
Islam
Nationality                        :             Pakistani

Visa Status                        :             Long Term Visit Visa
MUHAMMAD Rizwan   CV NO: 1537410
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