[image: image1]
      NAVEED 
NAVEED.367180@2freemail.com 
OBJECTIVE
To apply the knowledge and skills gained in my academic career to increase the efficiency of both myself and the organization, while striving to enhance the living standards of mankind. 

EDUCATION AND QUALIFICATIONS:


Bachelor of Arts
Bahuddin Zakariya University,Multan,Pakistan. 



Diploma of Associate Engineering (DAE) CIVIL.
Punjab Board of Technical Education,Lahore,Pakistan. 



Intermediate (Arts)
B.I.S.E Multan,Pakistan.



MATRIC (SCIENCE)
       B.I.S.E,Multan,Pakistan.


EXPERIENCE:
     ACCOUNTANT  (2013-2015)
Cholistan College of Technology,Bahawalpur,Pakistan.
Experience: 2 Years

JOB DESCRIPTION:
    Maintain strong internal controls for payment collections at the payment receipt
      location level and safeguarding against loss.
    Annually, review local cash handling procedures and update as needed.
    Notify the Departmental Cash Handling Role Administrator of staff role changes so
      Institutional Roles-Cash Handling can be updated.
    Good dealing with customers.
    All cash received from sales and from all other sources has to be carefully identified and
      recorded, not only in the cash account but also in the appropriate account for the
      source of the cash received.

      SALES REPRESNTATIVE (2015-2017)
     Food Festival,Multan.Pakistan
      Experience: 2 years

      Job Description:
    Services existing accounts, obtains orders, and establishes new accounts by planning
     and organizing daily work schedule to call on existing or potential sales outlets and
     other trade factors. 
    Adjusts content of sales presentations by studying the type of sales outlet or trade
     factor. 
    Focuses sales efforts by studying existing and potential volume of dealers. 
    Submits orders by referring to price lists and product literature. 
    Keeps management informed by submitting activity and results reports, such as daily
     call reports, weekly work plans, and monthly and annual territory analyses.
    Monitors competition by gathering current marketplace information on pricing,
     products, new products, delivery schedules, merchandising techniques, etc. 
    Recommends changes in products, service, and policy by evaluating results and
     competitive developments. 
    Resolves customer complaints by investigating problems; developing solutions;
      preparing reports; making recommendations to management. 
    Maintains professional and technical knowledge by attending educational workshops;
      reviewing professional publications; establishing personal networks; participating in
      professional societies. 
  

            SKILLS

Basic knowledge of AutoCAD 

Good inter-personal skills (English and Urdu) 

Typing Speed of 50 wpm 

Good video-editing skills in Adobe After Effects and Adobe Premiere 

Excellent Skills in Adobe Photoshop and poster designing 

Good command in Microsoft Office (Word, Excel, PowerPoint) 



   PROFESSIONAL SKILLS
   Diploma in Computer Application : M-S OFFICE 
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   REFERENCES 
    Will be provided upon request. 
