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 OBJECTIVE 

To seek challenging position in an organization with an aim to contribute positively towards its objectives to the best knowledge abilities and skills and to serve with honestly integrity and diligence with the firm belief that the entity growth and success would be my own.
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 PERSONAL INFORMATION 

· Date of Birth

: 
12-03-1991
· Date of Issue

:
20 Aug, 2015

· Date of Expiry
:
18 Aug, 2020

· Nationality

: 
Pakistani
· Marital Status

:
Single
· Religion

: 
Islam

[image: image3.png]


 ACADEMIC QUALIFICATION
	EXAM
	SESSION
	BOARD / UNIVERSITY

	B.ED (Hons)
	2015
	Hazara University Mansehra.

	F.A
	2009
	Board of Intermediate & Secondary Education Mardan, KP, Pakistan

	Matriculation
	2007
	Board of Intermediate & Secondary Education Mardan, KP, Pakistan
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 EXPERIENCE 
Working with ALGECO GENERAL CONTRACTING COMPANY LLC (ABU DHABI) as an Asst.Document controller from july 2016 to tell Date.
Accountant
MArdan Steel Mills (pvt) ltd

March 23, 2013 to till date 

Responsibilities:
· Maintaining Logs for Documentations.

· Drafting letters for suppliers and consultants.

· Preparing transmittals and follow up.

· Maintaining records and files for documentation.

·  Compile and sort invoices and checks.

·   Issue checks for accounts payable.

·    Place checks in envelopes and mail out

[image: image5.png]


 PROFESSIONAL QUALIFICATION 
DIT (Diploma in Information Technology)

2011

Board of Technical Education Peshawar, KP, Pakistan
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 COMPUTER SKILLS 
· Ms Office, Ms Excel, Powerpoint, Inpage, Internet & E-mail.
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 SHORT COURSES
· 02 month Diploma in Quickbooks from FEN Institute 6th road rawalpindi.
· 02 month Diploma in Peachtree from Inspires Institute of Technology Malikabad Plaza 6th Road Rawalpindi.
· IOSH Course 03 Months from Proftech Leading Service ISO certifications Professional Training and Engineering Services 
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 LANGUAGE 
· Urdu 
· English
· Punjabi
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 REFERENCE 
· Will be furnished on demand. [image: image10.png]
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