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Toseef 

Address: Al-Ain UAE.
· Objective: 
“To work in a highly innovative and learning environment which provides opportunities to practically implement the skills acquired during my studies and to be a beneficial part for your organization which values human capital and achieve organization goal in a profitable manner”

· Self-Assessment:
I am having strong organizational and interpersonal skills & I am quick to grasp new ideas & concepts, and to develop innovative & creative solutions to problems. I am able to work well on my own initiative & can demonstrate the high levels of motivations required to meet the tightest of deadlines.

· Qualification Summary:

· Master of Business Administration (Marketing)                    



 [2012]                                 Federal Urdu University of Art, science and technology Pakistan
· Bachelor of Commerce

[2009]                               University of the Punjab Lahore Pakistan

· Education degrees Attested By
· Higher Education commission of Pakistan

· Ministry of foreign affairs Lahore Pakistan
· Professional Qualification :
Diploma in Tourism & Hotel Management (71.94%)

(2008– 2009) TDCP- INSTITUTE OF TOURISM & HOTEL MANAGEMENT, FAISALABAD, PAKISTAN.
· Attested by Ministry of foreign affairs Lahore Pakistan

· Front Office
· Food and Beverages 

· Kitchen Management

· Hospitality Management

· Food and Nutrition

· House Keeping

· Air passenger Tariff & ticketing

· Career Summary:

· Pvt. Ltd. Pakistan      


[Oct 2013 – Feb 2016]
 Designation: Admin Officer                               
Job Responsibilities 

· Handling petty cash & individual ledgers.
· Managing Advance detail against Employees.

· Managing receivables & payables.
· Managing petty cash balance report.
· Vehicle arrangement for activities.
· Vehicle fuel bills adjustments. 

· Managing teams for activities.

· Handling administrative issues.

· Managing vehicle log report.

· Coordination with management and staff members.

· Staff Attendance.
· Kamal Spinning Mills                   


[Aug 2009 - Oct 2009]
 Designation: Internee (Accounts department)
· Personal Data

· Citizenship
 

Pakistani
· Religion


Islam
· Date of Birth  


March 04, 1987    
· Visa Status


Tourist Visa 
· Skills: (Interpersonal & Leadership)

· Strives for continuous improvement and solicits customer feedback to improve service 

· Timely response to requests for information, service, and assistance 

· Demonstrates a positive and productive attitude 

· Displays self-control and keeps emotions under control, even under pressure 

· Languages known: English, Urdu, Punjabi 


· Interests & Activities:

Travelling, Attending Social Activities like Seminars Workshops and concerts, Reading Newspaper and surfing the Internet.
	· Reference:


Reference will be provided on demand.
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