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Jahanzaib
Email: jahanzaib.343218@2freemail.com 
(  Visit Visa (Valid till: 22 May, 2017) (  Nationality: Pakistani
Summary
· Extensive experience of 10 years in Accounts and Office Administration by providing day-to-day support of an organization. Motivated team leader with strong focus on continuous process improvement. Self-motivated, responsible, eager to learn and learn fast, good analytical capability, willing to take challenges.
Skills
	· MS Office
· Peachtree, QuickBooks &
Tally ERP
	· Documentation &
Record Keeping
· Filing & Office Correspondence


Professional Experience
Army Public School, Rawalpindi, pakistan – Leading School System in Pakistan.
Assistant Accountant - May 2010 to August 2016
Worked for 6 years to assist finance manager to manage finance, accounts, fees, filing, data processing, record management and written communication. 

Accomplishments:
· To manage records for strength of 4,000 students, fees, dossier and other finances.
· To maintain all student related documents and other finance related matters.

· To assist finance manager in finalizing accounts.

· To maintain books of accounts. 
Defence housing authority, Islamabad, pakistan – Leading Housing Society in Pakistan.

Office Assistant - April 2007 to December 2009
Worked for 3 years to assist manager operations in managing office operations.  

Accomplishments:
· To manage all office records, correspondence and filing.
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· To handle all office correspondence and with clients.

· To assist sales team is lead generation, follow-up, record keeping and database recording.
· To maintain books of accounts.
Wakat Aviation (Pvt) Ltd, Islamabad, pakistan – Leading Tour Operator in Pakistan.

Admin Assistant - 2006 to April 2007
Worked for 1 year to assist manager operations in managing office operations.  

Accomplishments:
· To manage all office records, correspondence and filing.

· To assist sales team is lead generation, follow-up, record keeping and database recording.
· To maintain books of accounts. 

Technology
	Software:
	Peachtree, QuickBooks, Tally ERP, MS Office, Internet Suave. 



Education
Punjab University, Lahore, Pakistan
Bachelor of Commerce, 2006
· Major: Accounting, Finance, Business Communication 

Government College, Hyderabad, Pakistan
Intermediate in Science, 2002
· Major: Physics, Chemistry, Mathematics  

Model school, old campus, Hyderabad, Pakistan
Matriculation in Science, 1999
· Major: Physics, Chemistry, Mathematics  

