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	OBJECTIVE

	To work for an esteemed organization where I can contribute my knowledge, skill set and provides value addition and which in return can develop and groom my personal capabilities. 

I am a young dedicated professional, who can bring to your business passion for work, productive and viable financial / business ideas, enthusiasm and proven work skills. Possess excellent analytical, presentation, management, communication and interpersonal skills.


	EDUCATION

	

	Graphic & Web Designing 
	2015

	Arena Multimedia Pakistan


	Higher Education & ‘O’ Levels
	2012

	Beaconhouse School System, Pakistan 


	

	CAREER SNAPSHOT

	
	

	Front Desk Officer, 
GCS (Pvt.) Ltd. Pakistan
	2014 - Present

	Accountant
Printing Press, Pakistan

	2013 - 2014

	AREA OF EXPERTISE
·  Selling  Techniques

·  Marketing  

·  Event Management

·  Customer Service

·  Convincing Power

SKILLS AND COMPETENCIES
·  Calculations 

·  Good Communication & Writing
·  Easily Adaptable to New Environment
·  Leadership

·  Public Speaking

·  Teamwork 

·  Team Management

·  Correspondence 

·  Emailing etc.

IT SKILLS
· MS Office

· Internet Surfing

· Adobe Illustrator
· Adobe Photoshop 

· Social Media Websites
· E-mail Applications & etc.



	PROVEN JOB ROLE

	Front Desk Officer:
·  Work on MS Excel for updating data entries.

·  Look and judge the command and control cameras and their systems.

·  Respond queries to clients and customers.
·  Support the Admin & HR department in different assignments.
·  Answer the queries, calls and maintain records of mails.

·  Receive and greet international and domestic clients politely, leaving a positive impression of the firm in their minds.

·  Welcome the Senior Officials and guests.
·  Set appointments for managers and clients per request, with due consideration to their schedules.

·  Provide assistance for event management; coordinate with the staff at meetings and conferences to make arrangements for refreshments, meals & etc. 
· Sort general complaints and issues of workers and customers.

· Collect emails and reply as per the instructions of seniors and mangers.
Accountant:
· Responsible for managing the intercompany transactions.
· Prepared, examined, and analyzed accounting records and statements.
· Monitored general ledgers accounts such as journals, purchases, revenue and expense entries together 
· Looked after collections, payments receipts and vouchers.
· Followed up with customers, clients and vendors.
· Worked on MS Office and updated accounting records accordingly.


	

	PERSONAL DETAILS 

	

	Nationality
	:
	Pakistani

	Date of Birth
	: 
	23rd August,1994

	Marital Status
	: 
	Single

	Languages
	:
	English & Urdu
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