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Hafiz
On Visit visa – Available Immediately
ACCOUNTS ASSISTANT/OFFICE ASSISTANT
CARRIER OBJECTIVE:                                                                    

To chase an exigent trade in a dynamic institution that provides constant opportunities for career advancement, research activities and self-development, being sincere with my career have to accomplish the premier of my territory in the course of constant struggle.

PROFESSIONAL EXPERIENCE (2.5 Years)

· I have been working for 1 Year as a District Coordinator (Administrator) in
Youth Parliament of Pakistan Lahore, Pakistan.

· I have been working for 1 & half Year as an Accounts officer in 
Basra International Travels & Tours (IATA) Bahawalpur, Pakistan.

MAJOR RESPONSIBILITIES INCLUDES 


· Public & Management relations

· Respond public queries, enhancing relations and motivating people for funding.     
· To answer every email query and facilitate people, and launching of campaigns. 

· Introduces Foundation in surrounding and enhance relations with people and keep people up to date with latest packages.

· To cover Foundation’s major events & activities and to introduce and inform others through emails and web updates.

· Arranges slides and project’s presentations.

· Acts as an Administrator when required. Etc.
PROFESIONAL SKILLS 

· Microsoft  office

· Procurement & Office Administration
· Microsoft Power Point Presentations

· Netscape communicator (Email Management)
ACADEMIC CAREER

	DEGREE TITLE
	BOARD/UNIVERSITY

	Bachelors in Arts 
	The Islamia University of Bahawalpur, Pakistan.

	Intermediate
	Board of Intermediate & Secondary Education Bahawalpur, Pakistan.


LANGUAGES

· English
· Urdu 

· Hindi
PERSONAL INFORMATION

Date of birth 

:
22-11-1994

Religion

:
Islam

Gender 

:
Male 

Marital Status 

:
Single

Nationality

:
Pakistani
Visa Status

:
Visit visa

REFERENCE 

· Will be provided on Demand.
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