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Yameen
Yameen.300547@2freemail.com 

Objective: 
To Work in an organization, where innovation and excellence is way of life, where my full potential will be explored and where I will get ample scope for development.

Work Experience.  
· Presently working with Pine Homes (U.S Ventures) as an Admin Executive cum Cashier in Zirakpur (Punjab) (2013 to till now)
· Worked with Four star Hotel The Grand Shoba as a Cashier Clerk at New Delhi. (2010 – 2011)

Responsibilities:
· Maintain the office staff attendance & Salary. 

· Inspect account books and accounting systems to keep up to date.

· Organize and maintain the financial records.

· Verifying the accuracy of invoices and other accounting documents or records.
· Update and maintain accounting journals, ledgers and other records detailing financial business transactions (e.g., disbursements, expense vouchers, receipts, accounts payable). Enters data into computer system using defined computer programs.

· Handle the Sales of Flats. 

· Maintain the Site Account and Cash.

· Composes and prepares correspondence, invoices, reports, and presentations, and maintains appropriate files.
· Maintain an accurate record for all inventory items (i.e., parts and materials).
· Compiles office billing.
· Contact clients to provide field operation support such as obtaining technical information, verifying schedules and receiving purchase orders.
· Assure all contracts and bids are documented and delivered properly.
· Supervises activities of the office staff (to include, filing, telephone answering, preparation of documents, record of material, mail distribution, and ordering of supplies).
· Handling monthly payroll and yearly forms for employees
· Arranging for technical interview and coordinate with the concerned person.
· Follow up on client & Customers enquiries and complaints.
· Inspect account books and accounting systems to keep up to date

· Coordinate with Maintenance department
· Handle the customer’s complaints and query.
· Educational qualification:
· Completed MBA from Punjab Technical University, Jalandhar. (2011)

· Completed one Year Diploma in PGDCA (Post Graduation Diploma in Computer Application) from Punjab Technical University Jalandhar. (2006 - 2007) (Percentage 61%)

· Completed One Year diploma of Hardware and Networking from NIIT.
· Completed Graduation from Punjabi University, Patiala. (2003 – 2006) (Percentage 44%)
· 12th from Punjab School Education Board, Mohali. (2002) (Percentage – 50%)
· One Year Diploma in Shorthand and Typing from I.T.I Rajpura. (2002 - 2003) (Percentage – 70%)
Personal Information:-

Date of Birth

:

05-Dec-1984

Gender


:

Male

  IT Skills

Microsoft Office (Microsoft Word, Excel, Powerpoint,), Internet surfing, Photoshop, Accounting software (Busy win and Tally), Hotel software (Hosts, Hotsoft,), Good knowledge of Search Engines. (Typing speed in English – 50-55 WPM) 
Certification cours:-

Completed course of Pro in Web designing (Photoshop, Coral draw,   PageMaker)

Strengths:

· Good Communication, Positive Attitude, Hard Working, Problem solving, Customer Service skills, self-motivation and ability to take initiative, Team working skills, ability to learn new things, Leadership quality, Handle the difficult situation with politely and with confidence, strong work ethics and honesty. 
Languages known:
· English

· Hindi
· Punjabi

I am writing to enquire you have any vacancies in your company. I enclose my CV for your information.

As you can see, I have had extensive vacation work experience in office environments, as an Account Executive and service industries, giving me varied skills and the ability to work with many different types of people. I believe I could fit easily into your team.

I am a conscientious person who works hard and pays attention to detail. I'm flexible, quick to pick up new skills and eager to learn from others. I also have lots of ideas and enthusiasm. I'm keen to work for a company with a great reputation and high profile like Pine Homes (U.S Ventures).

I have excellent references and would be delighted to discuss any possible vacancy with you at your convenience. In case you do not have any suitable openings at the moment, I would be grateful if you would keep my CV on file for any future possibilities.

