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Office Administration/ Executive Secretary/ Human Resources Management
Career Objective:
To join a dynamic organization for suitable position in Administration/ Human resources management.
Core Competencies:

· Staff development        General Management        Conflict Resolution
· Recruitment                   Employee Relations         Personnel training

· Time Management        Office Maintenance         Good Computer Skills
· File Management           Team Oriented                Communication Skills
· Operating Procedure      Secretarial                       Maintaining Confidentiality
· Efficient & Effective     Highly Organized           Learning new Technology Quickly
· Taking Initiative
Academic Qualification:
Certificate in Administration / Executive Secretary  from Zabeel International Institute of Management & Technology    April ( 2015 ) Bur Dubai

Certificate in Human Resources Management  from Zabeel International Institute of Management & Technology   ( 2015 ) Bur Dubai

B.Com (2006) (Shah Abdul Latif University) 
  
 Experience / Work history:

Total no of years experience in Gulf: 2 
Hotchand Tolaram Textile  (L.L.C)  - BUR DUBAI – U.A.E

Work as Assistant Accountant & Inventory Management (December 2013 till date)

Taj Restaurant (Moro) Sindh​​​​​​​​​​   “Senior Accountant & Admin”
April 2013 to 10 Sep 2013 worked as an  Accountant where my job responsibilities were:

1. Daily sales reports & supports receipts, checking all control aspects and entering into accounting system & daily MIS format including coordinating with restaurant on documentation and banking assistance.
2. Restaurant petty cash expense receipt, checking and organizing reimbursement.
3. Bank reconciliation of all bank account.
4. Payment voucher and cheque preparation for all inventory suppliers, co-ordination with     purchaser on documentation etc.
5.Other payments including rent, utilities & other standard payments as per credit terms.
6. Key supplier account reconciliation.
7. Monthly payroll working preparation from collecting all staff attendance records till working sheet, disbursement & pay slip distribution
Idara-e-Taleem-o-Agahi(ITAcec) Hyd.

Feb 2012 to March 2013 Admin Officer where my job responsibilities were
1. Sort and distribute incoming mail to areas and staff within the organization and dispatch outgoing mail
2. Write letters, reports or office memos using word processing programmes
3. Answer telephone enquiries from clients, attend to visitors and assist other staff in the organization with their enquiries
4. Operate a range of office machines such as photocopiers, computers and faxes
5. Undertake other duties such as banking, credit control or payroll functions
6. Make travel, meeting and other arrangements for staff

7. Provide secretarial and administrative support to management and other staff

8. Administer petty cash according to established procedure
The Educators In Commerce

1st Oct, 2011  working for 3 months as Trainee  accountant where my job responsibilities were
To maintain Receipt voucher ,Payment voucher ,Journal voucher ,Bills ,Cash book ,Petty cash book

Ledger , ,Cash sale ,Credit sale ,Cash purchase ,Credit purchase ,Cost of goods sold ,Sales return

Purchase return ,Stock register , ,Salaries ,Salary advance & adjustment ,Salaries deduction

,Bank reconciliation with cash book or bank statement ,With holding tax

,Rectify of error , ,Receipts & payments account ,Income & expenditure account

Trial balance ,Income statement ,Balance sheet.

Computer Skills:

1. Microsoft Office (Word, Excel, Power Point).

2.  Accounting Software  ( Tally ).
3. Internet & E-mail.

Skills:
Hard working, Punctual, self-motivated, provide new ideas for the betterment of the organization when needed.
Personal Information:

            Visa Status       :       Employment 
Marital status
:        Married 
Date of Birth
:        20-03-1984                        

        

Nationality       
:        Pakistani

Language          :        English, Urdu, Sindhi
