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RESUME
Maria


Career objective 
To work for an organization Store keeper/Clerk/Customer service/Data Entry Operator/Helper  which provides me the opportunity to improve my skills & knowledge to growth along with the organization objective.
Work Experience in UAE
Have been working in the capacity client service clerk with REAL ESTATE, Dubai, U.A.E (September 2014 – 1st August2015) 
 Job Duties
· Provides information to customers by verifying understanding of request; answering questions; offering assistance.
· Initiates service by recording requests; forwarding to dispatching.
· Collects revenue by receiving and recording payments.
· Resolves billing problems by identifying the problem; explaining procedures; forwarding required adjustments.
· Improves quality results by evaluating processes; recommending changes.
· Updates job knowledge by participating in educational opportunities.
· Accomplishes customer service and organization mission by completing related results as needed.
Work Experience in Pakistan
7 Month of Teaching experience The House Of Education, Lahore, Pakistan (September 2006 – May-2007) 
Responsibilities:

1. Handled daily classroom set up observing students' behavior and progress. 
2. Developed weekly lesson plans in accordance with the school curriculum. .
3. Recorded and computed grades of students according to their academic performance.
4. Have a caring attitude to attend to children's needs and concerns in time. 
5. Have a strong desire to work with children
2 years experience as a Teller in Ravi Exchange, Lahore, Pakistan (January 2012 – July-2014) 
Duties:
· Maintained proper daily records of monetary transactions and balances in the company
· Ensured payments were made to authorized persons by verifying names, details and signatures properly
· Recorded transactions in print as well as on the computer database of the bank, so as to create statements and receipts for the customers.
· Used counting machines and other equipment to maintain an accurate record of the currencies deposited and shipped to other bank branches; forwarded this information to the manager.
· To ensure that all SBP’s and company’s rules and regulations are being followed in letter and spirit.
· To check and ensure timely submission of daily, weekly and monthly reports to SBP on their prescribed formats.
· To check daily western union’s settlement reconciliation as per our system.
· To check bank reconciliations on weekly and monthly basis.
· To check that expenditures of head office and branches are within the budgeted limits and as company policy.
· To prepare FC sale/purchase rate’s reconciliation report on daily basis.
· To prepare inter account balance report on daily basis.
· Complete knowledge of accounting software F.M.S (financial management system)
· Updating, installing software &controlling outlook emails
Educational Qualifications
Bachelors – Library and Information Sciences, from AIO University, Pakistan.(2016)
Intermediate,  from AIO University, Pakistan. (2012)
Matriculation –from Lahore Board, Pakistan – (2006)

Professional Qualification:
· Fahim-ul-quran course in 2003 from JAMMIYAT-UL-ISLAM                                         
· Computer it/hardware in 2007 the institute of PUBLICATION INTERNATIONAL  
· E-commerce and web development in 2012 from PUNJAB UNIVERSITY                       
· Office management in 2012 from SANATZAR government institution
Computer Proficiency
· Microsoft Windows 2007, x p ,Vista professional window 8 ,8.1
· Microsoft Office 2003, 2007 & 2010 (Word, Access, PowerPoint, Excel)
· Web development ( HTML, JavaScript, adobe photo shop, dream weaver)
· Computer Basic/Hardware
· Internet, and Updating software
· Urdu In page
Typing Speed : 35WPM
Work Handling Strength
Hard working


Willing to accept responsibility
Analytical and focused approach to work
Easily adaptable to new working environment
Personal Information
Date of Birth



:
 10.02.1990
Place of Birth



:
 Abu-Dhabi

Marital Status



:  
 Single


Sex




:
 Female
Visa Status/ employment /transferable


 
Languages Known                        
:            English, Hindi, Urdu Punjabi & Arabic
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