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	ADNAN RAUF
Dubai

United Arab Emirates

Mobile No: -------00971563109225, 00971529489178
Email:-------------adnanrind12@gmail.com



Seeking an opportunity to work with well-reputed organization to prove my professional skills and obtain more experience to make the future successful.

	Discipline
	Institute

	· Graduation in Commerce (B.com) Pursuing
	Govt. Degree Sci. & Comm. College Lyari, Karachi

	· Intermediate in Commerce 
	Govt. Degree Sci. & Comm. College Lyari, Karachi

	· Matriculation in Science 
	Al-Qadir Model English School, Lyari, Karachi




	Company 

	Designation 
	Responsibilities 

	Protege Global
(August 2013 to date)
	Admin Support Executive
	· HCFA Billing
· Maintaining Documents

· Uploading Requesting Form
· Uploading Report

· Maintaining Patients in Excel

	Foreign Enterprise
(March 2012 to June 2012)
	  Accountant                                                                                             
	· Maintaining Voucher

· Maintaining Ledger

· Maintaining Cash Flow
· Maintaining Stock Records
· Searching Emails

· Sending Advertise through Email

	· K.N. Autos
· (May 2008 to June 2010)
	·  Accountant / Office Assistant 
	· Maintaining Ledger

· Monthly Reports of PDI

· Staff attendance record

· Making Delivery Challan

· Maintaining Salary Sheet

· Maintaining Inventory




· Completed Tally Accounting Software
· Completed Excel
· Completed MS-Office course in the year of 2009.


· Completed Advanced in English language 2 years course.

· Proficient in both written and spoken (English & Urdu)
· Proficient in Balochi.


Father’s Name


:
Abdul Rauf
Date of Birth


:
18thAugust, 1988, (Karachi)

Marital Status


:
Single

N.I.C No#


:
42301-7580426-5

Domicile 


:
Lyari Karachi Sindh 


PRC 



:
Lyari Karachi Sindh

Passport No#


:
AJ9984261

Visit Visa


:
Available till 17th March 2016

      Career Objective








      Qualification Summary











      Professional Experience











      Computer Literacy








      Language Skills
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