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 DED (s) 696860 (s)

	PERSONAL INFORMATION
	BILAL 
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	 Bilal.349270@2freemail.com          

	
	

	
	

	
	Sex Male | Martial Status Married | Date of birth 08/01/1991 | Nationality Pakistani 

Blood Group A+ | Religion Islam | Work Status  Employment
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	APPLIED FOR SUITABLE POSITION
	· ACCOUNTANT(CASHIER)
· ASSISTANT MANAGER (MANAGEMENT)
· ARCHIVE CLARK
· COMPUTER OPERATOR
· DATA ENTRY(SEMI GOV)

· OFFICE ASSISTANT (P.R.O)
· STENOGRAPHER (TYPIST)
· I.T ENGINEER
· MARKEETING ASSISTANT(SALES)
OTHER SUITABLE…
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	WORK EXPERIENCE
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	(4) Join: 
28- August-2013 to   Current.
	Profession: ARCHIVE CLARK (DUBAI)
Company: 911 Business Men Services L.L.C
TYPE: SME-GOVERNMENT BUSINESS Ref:  DED-PROFESSIONAL OPERATOR
Reg / File No”: BMS -696860-ACO
Activities & Responsibilities:
· Performs secretarial and administrative support for multiple tasks.

· Preparing invoice for deliveries. Answering the screen calls.

· Responsible for self and customer complaints.

· Meeting clients to discuss their issues.
· Presenting ideas and costing to clients.

· Checking and reporting on the progress. 

· Keeping in contact with the client at all stages.

· Preparing the bills and payments of clients.

· Keep clients records and handling documents.

· Duties include fielding telephone calls. 

· Receiving and directing visitors.

· Word processing, creating spread sheets and presentations.

· Filing, faxing and Multi task letters and applications typing  in (ENG - URDU - ARABIC)



	(3) Join: 
11- August-2012 to 7- August-2013.
	Profession: WAREHOUSE ATTENDANT (PAK & DXB)
Company: White Hill Hotel L.L.C
TYPE: WAREHOUSE MANAGEMENT 
Reg/File No”: T-697762-PVT
Activities & Responsibilities:
· Prepare and complete orders for delivery or pickup according to schedule (load, pack, wrap, ship) 

· Receive and process warehouse stock products (pick, unload, label, store) 

· Perform inventory controls and keep quality standards high for audits 

· Keep a clean and safe working environment and optimize space utilization 

· Complete diary logs into inventory 

· Report any discrepancies 

· Communicate and cooperate with supervisors and coworkers 

· Follow quality service standards and comply with procedures, rules and regulations.




	(2) Join: 
08- March-2010 to 5- March-2012.
	Profession: IT ENG - MANAGER (PAKISTAN)
Company: Mega Eyes Technology Co
TYPE: TECHNICAL MEDIA Ref:  IT-TECHNICAL SERVICES (CONTRACTING CO.)
Reg/File No”: MET-2013-PVT
Activities & Responsibilities:

· Assist in preparing, maintaining, and upholding procedures for logging, reporting, and statistically monitoring PC performance. 
· Accurately document instances of hardware failure, repair, installation, and removal. 
· Maintain up-to-date knowledge of hardware and equipment contracts and supervise contract-based installations. 
· Work with end users to identify and deliver required PC service levels. 
· Liaise with, and provide training and support to, end users and staff on computer operation and other issues. 
· Install, configure, test, maintain, monitor, and troubleshoot end user workstation hardware.
· Where required, install, configure, test, maintain, monitor, and troubleshoot associated end user workstation software.
· Receive and respond to incoming calls, pages, and/or e-mails regarding PC and/or hardware problems. 
· Monitor and test PC performance and provide PC performance statistics and reports.

· Construct, install, and test customized configurations based on various platforms and operating systems. 
· Provide guidance to junior members of the team if required. 



	(1) Join: 
11- March-2009 to 03- March-2010.
	Profession: DATA ENTRY OFFICER (PAK & DXB)
Company: Viral Webbs (PVT) LTD.
TYPE: DATABASE Ref:  IT-DATABASE RECORD MANAGEMENT
Reg / File No”: VW-0910-IM
Activities & Responsibilities:
· Prepare, compile and sort documents for data entry
· Check source documents for accuracy
· Verify data and correct data where necessary
· Obtain further information for incomplete documents
· Update data and delete unnecessary files
· Combine and Rearrange data from source documents where required
· Enter data from source documents into prescribed computer database, files and forms
· Transcribe information into required electronic format
· Scan documents into document management systems or databases
· Check completed work for accuracy
· Store completed documents in designated locations
· Maintain logbooks or records of activities and tasks
· Respond to requests for information and access relevant files
· Print information when required
· Maintain own office equipment and stationery supplies


	EDUCATIONAL BACKGROUND
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	Date
	Education
	Institution
	Grade

	2010  to  2012
	B.COM(IT)
	PU
	C

	2008  to  2010
	HSC(I-COM)
	BISE
	C

	2006  to 2008
	SSC(ARTS)
	BISE
	B


	ADDITIONAL EDUCATION
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	Date
	Education
	Institution
	Grade

	2016 TO 2016
	INTERNET & EMAIL 
	PICS EDU
	B

	2015  TO  2016
	DIPLOMA OF PGDIT 
	PITS EDU
	B

	2013  TO  2014
	BUSINESS MANAGEMENT 
	SSA BUSINESS SOLUTIONS
	B

	2012  TO  2013
	STENOGRAPHER
	ANMOL SHORT HAND                                        
	A

	2011  TO  2012
	CGA 
	 PICA EDU
	A

	2010  to  2011
	DIPLOMA OF D.I.T 
	PICS EDU
	B+

	2008  TO  2009
	MS OFFICE (MANAGEMENT)
	LEAD BEACON SCHOOL                                                 
	B


	PERSONAL SKILLS
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	LANGUAGES
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	COMPUTER SKILLS

IT SOURCE SKILLS


	COMMANDS IN HAND

· DATA MANAGEMENT                                       MS OFFICE (TM)      

· COMPUTER OPERATOR                                 HR SOFTWARE MANAGEMENT
· TYPING   (ENG+UR+ARB+STN)                      OS CUSTOMIZING (MANAGEMENT)

· PREFIX WINDOWS (XP,6,7,8)                          SOMPUTER APPLICATION STUDIES

· NEW SOFTWARE PROJECT                           TROUBLESHOOT

· E-SECURITY                                                       NETWORKING (CLASSIFICATION)

· WEB DESIGNING                                               S.E.O,
7 ZIP,       WINRAR,            RESOURCE HACKER,      V&NLITE,     C++,    PHP,            JAVA,         

HTML,     MS ACCESS,     COREL & PAINT,                ULEAD           N++     CAB TOOLS
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	ACCOUNT SKILLS
	COMMANDS IN HAND
Personal a/c                                              Real a/c                                                          Nominal a/c

GPL a/c                                                     Journal a/c                                                      Ledger a/c

Trail balance a/c                                      Final a/c                                                           Advance a/c

Cost a/c                                                    Depreciation a/c                                              P&L a/c

Sales a/c                                                   Purchase a/c                                                   Payroll a/c  

Budged a/c                                               Inventory a/c                                                   Business a/c                               Company a/c)                                          Petty cash a/c                                                  BRS (stat)                       P/M (repo)                                                P/A(stat )                                                           Omission (stat)
Peachtree                                                 ERP (a/c)                                                          Tally Bars
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	BUSINESS SKILLS

	COMMANDS IN HAND
· NEW & RENEW BUSINESS FORMATION(PAK)

· NEW & RENEW BUSINESS SETUP(UAE)

· COPY RIGHT LETTERS
· MAKING LC (CONTRACTS, N.O.C, NOTIFICATIONS AND OFFER LETTER.)
· ADD REMOVE ACTIVITIES

· DOCUMENTS CONTROLLER

· MEMORANDUM OF ASSOCIATION


	ADDITIONAL INFORMATION
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	CHARACTER 
	Performs secretarial and administrative support for multiple tasks.  Good communication skills both oral and written. Fast Learner, Flexible, can Relate and work Well with others. Trustworthy, Organized and Attentive to Details. Knowledge in Computer (GPS 3.10).Communicator, Self-Motivated, Hard worker. Adaptable Decisive and Effective Learner. Team player, helping others, ethical. Polite, Disciplined and Punctual. Preparing invoice for deliveries. Answering the screen calls. Responsible for self and customer complaints. Meeting clients to discuss their issues. Presenting ideas and costing to clients. Checking and reporting on the progress. Keeping in contact with the client at all stages. Preparing the bills and payments of clients. Keep clients records and handling documents. Proven abilities to work under pressured environment with less supervision. Duties include fielding telephone calls. Receiving and directing visitors. Word processing, creating spread sheets and presentations. Filing and faxing. And Have Extensive software skills. Multi task letters and applications typing ability in (ENG - URDU - ARABIC) [image: image11.png]





	OBJECTIVE SUMMERY
	To Obtain a Position That Will Enable Me to Utilize My Strong Organizational Skills Shares My Working Experience and Explore My Knowledge For Career Advancement.


	DECLARATION
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I do hereby declare that all the above information furnished by me are true and correct to the best of my knowledge.
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