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CAREER OBJECTIVE

[bookmark: _GoBack]My Objective is to obtain an accounting position where I will be able to contribute my Accounting skills, knowledge and experience to a company that gives me a chance to develop my career.
.
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		TECHNICAL AND SOFT SKILLS

· Computer skills: Well versed with MS Word, MS Excel & Power Point, Basic Networking concept.
· Accounting Software: Peachtree 
· Customer service: Able to maintain high levels of customer satisfaction.
· Communication skills: Able to communicate well in English, Hindi/Urdu, and Pashto
· Customer care: A clear appreciation and understanding of the importance of customer care and its function within a business.
· Team player: Able to work successfully in a team and equally able to work independently.
· Record keeping: Able to manage information; maintain accurate written and computerized records.
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PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS


Nexus Diagnostic Centre, Rawalpindi, Pakistan
Company address: Rawalpindi, Pakistan
Nexus Diagnostic Centre is Offering Services in Rawalpindi, Pakistan

RECEPTIONIST:			            			               September 2016 – Jannuary2017

Job Responsibilities:

· Maintaining and Handling of Cash and making daily cash collection report to the management.
· Responsible for receiving calls, guiding and helping Customer.
· Providing information to the visitors and callers.
· Making and arrangement for clients and staff members.

              


  
“Accountant General Office (Govt Of Khyber Pakhtunkhwa)”
Company address: Peshawar, Pakistan

ACCOUNTING INTERNEE: 	  		             	    June 2016 - August 2016 

Responsibilities

· Understand and comply with all departmental processes and procedures
· Handling of day to day reports, memos, Drafting, taking notes.
· Involved in budgetary activities, includes: Calculation of quarterly budget payments and scheduling of budget payment, issuance of budgets and sanction orders to concerned parties for concerned quarters.
· Dealing with customers of various categories of funds request.
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PROFESSIONAL DEVELOPMENT - QUALIFICATIONS



MASTER OF COMMERCE(M.COM): 	  		             		    Sep 2014- April 2016
Government College of Management Sciences Peshawar,Pakistan.

BACHELOR OF COMMERCE – (B.COM): 	  		             		   Sep 2012- April 2014 
Government College of Management Sciences Peshawar, Pakistan                                 





DIPLOMA IN BUSINESS ADMINISTRATION – (DBA): 	  		              Aug 2010- Feb 2012 
Government College of Management Sciences Peshawar, Pakistan                                 



DIPLOMA IN INFORMATION TECHNOLOGY – (DIT): 	  		             June 2014- June 2015 
Government College of Management Sciences Peshawar, Pakistan  

Matriculation in Science –(SSC): 	
Khyber Model School Peshawar, Pakistan                       		                            Mar 2009- Mar 2010                           



PERSONAL INFORMATION




VISA STATUS: Visitor Visa 



REFERENCES: Available on request.
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