CURRICULUM VITAE
PERSONAL DETAILS
-
Muhammad Usman
Father’s Name: 


Muhammad Arshad 

Date of Birth: 


25th  Oct, 1991
Nationality: 



Pakistan
Marital Status:


Single
CAREER OBJECTIVE 

To expand skills and experience within the administrative department of an international company or association

EDUCATION HISTORY

2010 - 2013 

Allama Iqbal Open University, Islamabad, Pakistan

Bachelor of Commerce (B.Com)
2008 - 2010 

Board Of Intermediate & Secondary Education, 

Gujranwala, Pakistan
Intermediate Commerce (I.Com)
2007 – 2008

 
City Public High School, Sialkot, Pakistan




High School Certificate equivalent

WORK EXPERIENCE 

	2013 - 2015
2010 - 2012
	M.A.Awan Surgical & Dental Instruments, Sialkot, Pakistan
       Export & Accounts Manager
Responsibilities and achievements:

·   Check Bank A/C & balance

·   Deals & Maintain Accounts

·   Send Email to Customers

·   Prepare Rebate files

·   Prepare Shipment Documents

·   Also deals Customers

·   Maintain Accounts Department

·   Check Email Inquiries & send suitable response

·   Maintain Attendance & Shipment Register

·   Handle bank payments & PRCs
Semza Traders, Sialkot, Pakistan
               Working as a Computer Operator
Responsibilities and achievements:

· Internet Searching for New Customers

· Send Email to new Customers

· Prepare Rebate files

· Prepare Trial Balance

· Prepare Shipment Documents

· Also deals Customers

· Check Email Inquiries & send suitable response

· Maintain Attendance & Shipment Register

· Handle bank payments & PRCs


Computer Certificates & Skills:
· Computer Certificates:

· Coral Draw


-
2011

· Computer Networking
-
2011

· Computer Application 
-
2008

· Computer Skills:

·      Microsoft applications (Word, Excel, Office, Outlook)

·      Microsoft Office Document Imaging and Scanning

·      Acrobat Reader 6.0 – Intermediate

·       Internet Searching
·       Emailing
·       Windows & drivers Installation
· Language Skills:

· English

· Urdu

· Punjabi

PERSONAL COMPETENCIES

· Ability to work in a fast-paced environment to set deadlines

· Excellent oral and written correspondence with an exceptional attention to detail

· Highly organised with a creative flair for project work

· Enthusiastic self-starter who works very well.

INTERESTS AND ACTIVITIES

· Adventures, History, pottery & Designing.
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