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CURRICULUM VITAE

IQUDAT
Visit Visa (Valid from 18-05-2016 to 18-08-2016).

Career Objectives






To seek a challenging position in a competitive environment, Where I can utilize my professional skills & capabilities to excel & boast the Organization & myself in future to contribute the growth and development of a dynamic organization that offer best opportunities to enhance my abilities and Knowledge and apply it practically.
Work Experience
1.) Worked with International School System as Accounts Officer
(5th Oct 2009 till 26 Dec 2015)
Job Responsibilities
· Manage accounts receivable and payable.

· Maintain Cash and Purchase Books.

· Responsible for maintaining ledgers.

· Handle Bank Transactions.

· Maintain Inventory Control.

· Managed Day Book, Ledgers.

· Responsible for maintaining Complete Payroll system of Employees.

· Handle disbursement during utilizing software technology.

· Responsible for taking routine backups of the software.
2.) Worked with The Educators College System as a Coordinator. (August 2006 - August 2009)
Job Responsibilities
· Trained students how they become Global citizen. 

· Participated in Faculty and Parent Conferences

· Curriculum Designer

· Arrange extra-curricular activities.

· Arrange and conduct different workshops with staff members.

· Link  between teachers and parents.

· Provide instructors with assistance in the use of audiovisual equipment.

· Motivated and assisted students for co-curricular activities.

· Organizing the classroom and learning resources to create a positive learning environment.

· Conduct Teacher Trainer Program.
3.) Worked with Aizar Secondary School System as Branch Head (April 2005 - June 2006)

Job Responsibilities
· Maintain all type of office record.

· Prepared multimedia presentation of all academic programs.

· Compose Newsletters & Annual report. 

· Arrange  meeting and coordinate with the administration.

· Prepared course outline and presentations for the teachers training programs.

· Arrange staff training programs such as smart board, multimedia.

· Provided friendly, encouraging and supportive atmosphere where the teachers and students felt comfortable and willing to learn and teaching.

· Conducted Parent Conferences.
4.) Worked with Usmania Academy as Lecturer (November 2004 -  February 2005) 
Job Responsibilities
· Instructed students on basic Economic Concepts like Society, culture, Norms, Values, deviance and Socialization

· Instructed students on the basic business concepts like evolution of business, kinds of business, and how to start a new business.
5.) Worked with Kips Academy as Lecturer (December 2003 -  September 2004)
Job Responsibilities
· Instructed students on basic Economic Concepts like Society, culture, Norms, Values, deviance and Socialization

· Instructed students on the basic business concepts like evolution of business, kinds of business, and how to start a new business.

Achievements

· Awarded Excellence Award in 2011, 2012, 2013, 2014 and 2015.
· Awarded as a best coordinator in, The Educators Jinnah campus.

· Merit certificate for Preparing Skill Development Books in The Lords International School System.

· Merit certificate for the arrangement of sponsors on annual day in The Lords International School System.

· Merit certificates in co curricular activities in the current place.

· Awarded as a most active in school life.

· Awarded as a most active member for school linkage programme of different countries.

Computers Skills
· Adequate knowledge of MS. Word, Excel spread sheets, Power Point Presentation, Peachtree Accounting.

·  28 WPM typing speed with 98 % accuracy.

·  Printing, scanning and composing.

·  Having Knowledge about Software and Hardware.

·  Installation of all Software Applications, Maintenance & all its related Accessories.

·  Knowledge about Internet & all about its related applications, Internet Surfing, email.

Education 
· M.A Economic(Continue) from Kips College Lahore, Pakistan.
· ACMA (Foundation) from ICMAP Lahore, Pakistan 2003 (2001 to 2003)
· B.COM Punjab College Lahore,  Pakistan.(1999 to 2001)
· F.A BISE Gujranwala, Pakistan.(1996 to 1998)
· MATRIC BISE Gujranwala, Pakistan. (1993 to 1995)
LANGUAGES
· English

· Urdu
· Hindi 
· Punjabi
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08-07-1980
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Christian
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