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MUDASSAR.333585@2freemail.com  
Objectives:
         To work in an Organization which participate professionalism and provides opportunity to grow. I am being a self motivated and action oriented young person. Present myself with all my loyalty, dedication and commitment for the best of your well substantiated organization. I warmly assure you if given a chance would capitalize my abilities.
Personal Statement:



I am a person who cherishes challenges and aim to seek excellence in the task assigned to me.

Volunteer Experience:
· Working on a Wall soft (An online exchange accounting software).

· Working on a Financial Management System (An online exchange accounting software)

· Creation of Journals and posting journal entries.

· Retrieval of reports from the accounting system.

· Complete TT/DD Work.

· Maintaining accounts, databases and daily billings in order and up to date.

· Western union payments and its record maintaining.

· Accounting and reconciliation of Western Union.

· Issuance of salary to the staff.

· Preparation of purchase orders and maintains their record.

· Gathering daily purchase demand requests.

· Purchase of local material and keeping up-to-date record of supplier and their rates for raw packing and local materials.

· Customer Services including addressing of anomalies raised by the customers.

· Maintenance of computers, internet and LAN in the office. 

· Cash Counter Supervision.

· Vetting of Documentation.

· Leadership and Management Skill.

· Manage multiple tasks under pressure.

· Professional & courteous in handling people and pressure.

· Proficiency in computer with good typing and composition skills.
Computer Skills:
· Computer Experience Software & Hardware  
· MS Excel, MS PowerPoint, MS Word,  

· Good User of All Programs & Software Running Under “Windows”.

· Networking.

· All Kind of Software Solution.

· Internet Experience.         

· Windows 98, Windows ME, Windows XP, Windows 7. Windows 8.
· Installation of Hardware.
· Installation of Software.
· Windows Installation.
Experience Profile:

· Work experience 4 Years in Local Computer Office.
Hardware & Software Installation.

Windows Installation.

Networking.

Assembling Computer

Date:
          Jan-2006 to Dec-2010
· Work experience 2 Years 3 Months in AA Currency Exchange Company (PVT) LTD.
Working on a Wallsoft (An online exchange accounting software).
Western Union inward payments and its record maintaining.
Retrieval of reports from the accounting system.

Issuance of salary to the staff.

Telegraphic Transfer (TT)
Demand Draft (DD)
Date:

        May-2011 to August-2013.
· Recent job at Link International Exchange Company (PVT) LTD.
Working on a Financial Management System (An online exchange accounting software).
Staff training regarding software.

Western Union inwards payments and its record maintaining.
Retrieval of reports from the accounting system.

Issuance of salary to the staff.

Communication to HeadOffice.

Telegraphic Transfer (TT)

Demand Draft (DD)
Date:
         Feb-2015 to till date.
Academic Record:

	Matriculation
	2010
	Art’s
	Regular
	F.G BOYS SCHOOL Peshawar Cantt

	F.A
	2013
	Art’s
	Private
	Private Student


	B.A
	2016
	Art’s
	Private
	Private Student (continue)


Personal Details:

· Nationality                             Pakistani 
· Religion                                 Islam     
· Marital Status                        Unmarried      
· Domicile                                Peshawar 
· Date Of Birth                         18/05/1992
INTERESTS & HOBBIES:

        Making contacts with the people, Body Fitness, Reading Books, Reading Newspaper. 
LANGUAGES

	Language
	Read
	Write
	Speak

	
	
	
	

	English
	Excellent
	Good
	Good

	
	
	
	

	Urdu
	Excellent
	Good
	Excellent

	
	
	
	

	Pashto
	Good
	Good
	Good

	
	
	
	


