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Post Apply For:  “Account Assistant, HR Assistant, Computer Operator, Data Entry Clerk or Sales”
Objective:-


Looking for the challenging career in good organization, myself, Enthusiastic

And Energetic individual strengthened to take up all responsibility of the task assigned and completed with the quality expected within the target constraints.

To work in an environment which offers a good opportunity to share my knowledge and skills with other and participate my self and work towards for a complete satisfaction of the company.

Personal Detail:- 
Date of Birth                                                       : 30/11/1993
Marital Status                                                      : Single
Educational Qualification:-
· B.Com with Commerce From Karachi University in Pakistan
· HSC with commerce from Landhi Degree College Karachi in Pakistan

· SSC with science from The secondary School Karachi in Pakistan 
Computer Skill:-  

· MS Office (Excel Word)
· Internet & Email etc

· Adobe Photo Shop 7.0

· Urdu in page 

· Computer Hardware & Software

· Payroll System
· Typing Speed 50 wps 

Languages 
	Languages
	Speaking
	Writing

	English
	Normal
	Excellent

	Urdu
	Native
	Excellent

	Arabic
	Normal
	Normal

	
	                                                         
	


Experiences in Pakistan:- 
· Abdul Subhan Sanitary Karachi 
Distribution (Account Assistant)

· Inventory Adjusting, All sales invoice and purchasing data entry.

· Accounting Payroll Monthly Sales Report Chat.

· Accounts Payable and receivables, General ledger
Timing period January, 2011 to December, 2011
· Abdus Sattar Hardware Karachi 
Wholesale and Retail Shop (Account Assistant)

· Inventory adjusting, all sales invoice and purchasing data Entry.

· Accounting Payroll monthly sales report chat.

· Accounts payable and receivables, General ledger.

· Daly Audit Report
Timing Period January 2012 to April 2012

· Retex Global (pvt) Limited Karachi Expert 

Processing zone (Human Resource Management)

Responsible for supporting the HR team in a fast paced office environment, and assisting them with the day-to –day efficient operation of the HR department, 

· Excel Production recording and Attendance 
· Employee ID Card Punching
· Accounting Payroll Data Entry
· All employee Checked Monthly Report and Salary Report 
· Monthly Full Attendance 
· Mention of all Payroll system
· Handled Termination Transfers Departments 
Timing Period 2 May 2012 to 15 Sep 2014
Experience in UAE:- 
· Alnajm Alkhareq  Management Services  LLC in Dubai  UAE,
· Making Daily Base Report & Monthly report 
· Cashier Accountant & bill Checker 
· Maintain Online Accounts 
· Emirates ID Card, Medical & Immigration
· Accounts checking Credit card Controller 
Presently Working 23/09/2014 to till now
Other Skills:-
· Quick-learner, lateral-thinker & Self-motivated and confident individual.

· Excellent communication skills 

· Established track record of achieving or over-achieving goals 

· Great attitude with a high-energy personality 

· Professional appearance and work ethic  
PERSONALITY:-
· Creative 

· Self development

· Knowledge updating

· Ambitious

· Social & Active

· Punctual

· Sincere with Profession
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