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   URRICULUM

             ITAE


Ali






Email: ali.346404@2freemail.com 
CAREER OBJECTIVE
Intend to build a carrier with leading cooperate committed & dedicated people, which will help me to explore myself realize my potential, willing to work as team player in challenging & creative environment
WORK EXPERIENCE
Company

:
ZAMZAM ALBADA TYPING SERVICES  
Position Held

:
HR Assistant 
Period


:
still working
Country 

:
Dubai UAE

Company

:
TAQADOM BUSINESS SERVICESS 
Position Held

:
Tax accounting clerk 
Period


:
2 Years
Country 

:
Dubai UAE

Company

:
HAMZA BUSINESS SERVICES 
 
Position Held

:
Clerk
Period


:
3 months (Training)

Country 

:
Dubai UAE

Company

:
CORVIT INSTITUATE OF NETWORKING
Position Held

:
Computer Operator   CCNA
Period


:
3 Month 

Country 

:
Lahore Pakistan 

Company

:
BLACK ARROW COMMUNICATION
Position Held

:
CRO
Period


:
1 year

Country 

:
Lahore Pakistan

DUTIES & RESPONSIBILITIES
· Online company visa stamping (EDNRD).
· TAS-HEEL and Immigration work as a PRO and Typist.
· Visa stamping Medical and Emirate ID and health card issued etc.

· Maintaining spreadsheets and databases.

· Schedules examinations by coordinating appointments
· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintains quality service by following organization standards. 
· Commercial license new and renew. 
EDUCATION ATTAINMENT 
ACCA  
SKANS 
Lahore – Pakistan (2015 – present)
B.Com  
Punjab University 
Lahore – Pakistan (2013)
I.Com (Intermediate of Commerce) 
Board of Intermediate & Secondary Education
Lahore-Pakistan (2011)
Metric (science)
Board of Intermediate & Secondary Education
Government High School (2009)
PERSONAL DETAILS
Nationality

:
Pakistan

Date of Birth

:
March, 31, 1993

Marital
 Status

:
Single

Religion 

:
Muslim 

Passport Expiry
:
May, 22, 2023
LANGUAGES KNOWN
·  English and Urdu and Arabic
DECLARATION
I sincerely hope that my application will receive your kind attention and I am most anxious that an opportunity for an interview is given to me at your earliest convenience.

