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~ In pursuit of challenging assignments with an organization of high repute ~

Professional Snapshot

Seeking a suitable position of substantial responsibility where my past and varied experience would be fully utilized in a carrier opportunity and where making a significant contribution to the success of my employer will gain my career advancement opportunities. A Challenging Position where I would be able to develop as a Professional Perfectionist and contribute my best to the Organization. Self -Motivated, hard worker & quick to learn new things with good moral, ethics & able to adjust in different conditions & on different positions quickly.
Employment Chronicle
(Pakistan  Housing Authority  & Foundation,2012 – Admin-Finance Assistant   
( Present)

· Preparing monthly expenditure report.
· Preparing ledger
· Preparing yearly budget.
· Pre-audit of all Admin and Transport expenditure.
· Preparing vouchers or daily bank transactions. Also work for 1 year in Monitoring and Evaluation section of above said company.
· Preparation of daily task reports to higher management.

· Guiding new team members in developing routes & making new tasks.
· Handled administrative and secretarial work
Previous Employments:

	Role
	Organization
	Duration

	Sales Coordinator 
	Oxon International General L.L.C.
	Three Months 


Credentials       

Professional:
· Graduation in 2011                     Punjab University Lahore

· Intermediate, 2009                  
 Rawalpindi Board
Computer Skills: 

· Microsoft Office 2007-2013 (Word, Excel, Access and Power Point)
· Working OS (Win 7 and Win XP)
· Internet Surfing.
Additional Skills and Experience:

· Good presentation skills, both group and individual.

· Good communication skills.

· Fluent at languages: English, Urdu.

Interests:

· Article reading and writing, photography and Music listening.

Personal Vitae
Date of Birth


Auguest 15,1990
Marital Status

              Single
