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	     OBJECTIVE

Looking a responsible position with an opportunity for professional challenges.
     SUMMARY

      Proven experience and knowledge of Accountant, Cashier & Customer Service industry with in a good environment. 

      Self-confidence, motivation and excellent communication skills.

    AREA OF PREFRENCES
     ACCOUNTS/CASHIER
    PREVIOUS POSITION

      QBG SERVICES, Dubai, UAE

POSITION: Worked as Cashier.
PREVIOUS EXPERIENCE
· Four years worked in Global village Dubai as a  cashier
· One year worked in Technology at work as a Accountant. 
· Two years Worked with Avari International Hotel, Lahore as a accountant cum cashier and team leader
· Worked as a Internship in Finance Department .

· Two years worked with Toys & Toys DHA, Lahore, as a Cashier.

CURRENT RESPONSIBILITIES AND DUTIES
             Coordinate with staff and assign there duties and there location and 

             Brief about daily routine work and check and supervise their work.

· To ensure that the business is managed efficiently according to the established concepts statement.
· To ensure that all the callers and customers are taken care of and that a good business image is given to the public. If a customer is treated poorly by the front-desk staff, it is likely that they will have a negative image of that company and may not return.

· The receptionist is truly a manager in charge of first impressions,

Responsible for shaping the interactions that a customer will continue to have with the company.
· To assist everyone in daily task.
· My duties include answering the telephone, screening and directing calls to other staff members, providing basic information to callers, sorting incoming mail, meeting and welcoming visitors and keeping the reception area tidy and well maintained.
· To conduct daily pre-shift briefings to staff on preparation.

· To handle all guest complaints, request and enquiries.
· To maintain a daily log book. 

· To ensure that the organizations cashiering procedures are strictly adhered to.

· To submit all employees' incident reports.

· To report “lost and found” items.

· To attend daily operations meeting in the absence of the manager.
· To provide a courteous and professional service at all time.
· To have a complete understanding of and adhere to the policy relating to fire, hygiene, health and safety.

· To maintain a good rapport and working relation with employees in the outlet and all other departments.
· To send and reply the mails.

· To follow up with the task on daily basis and finish it.

EDUCATIONAL QUALIFICATION

· Metric Science, Federal Board, Islamabad.
· F.Sc (Pre Eng) Federal Board, Islamabad.
· B.Com, Punjab University. 
LANGUAGES
      Can speak, read and write English, Hindi, Punjabi basic knowledge of, Arabic.

COMPUTER SKILLS

· Microsoft Office, Windows, Word, Excel, PowerPoint.
· Internet Surfing.
PERSONAL DETAILS

Date of Birth
: 20/11/1986
Marital status 
: Single 

Nationality

: Pakistan
Religion 

: Islam 

Sex 

: Male
REFERNCE

Will be furnished on demand.
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