[image: image1.png]SALES
EXECUTIVE

CORE
QUALIFICATIONS

« Known 0 & Applications
* General ledger accounting
« Bookkeeping

« Payroll

« MS Office Latest Version

ADDITIONAL
INFORMATION

* Religious.

LANGUAGES

Urdu: First Language
English:
Upper Intermediate.

SAJEEL

‘Seeking an Administrative Assistant position with a company that
wilallow me to fully utiize my communication, organizational, and
problem salving skils . Profile I have reasonable experience of ail
Windows Operating Systems. Like MS-word , Excel , Powerpoint And
‘Adobe features, I am a multitasking person and can work in any
environment and capacity to get the job done Even in adverse
circumstances utilzing my skills, knowledge and eneray to the limit

EXPERIENCE
Cashier / Accounting clerk
KAVA CAFE COLD & HOT DRINK LLC
Worked closely with front-of-house staff to facitate positive
customer experiences.
Queried and processed supplier payments by cheque and BACS.
Collaborated with finance team to mitigate cash flow Impacts to.
company and make timely payments to suppliers.
Followed up with suppliers and customers on payment for
production batches.
Processed purchase orders, arranged supplier payments and
informed management of delivery statuses for planning purposes.

022022 1172022

Own business.
Al Wahid Traders - Multan, Pakistan

7. Ruing own busness succssflly
| Managing vencor and reease payment tmety.
S| oringfor businessgrowt and deciion o development
21 Compete knowdge sbout hardware and sanfary equpmert.
g
3

Administration Clerk

Classic Emporium Plaza (crockery store) - Multan, Pakistan
performing indoor & outdoor jobs for selling products and making

their invoices, check and Balance

Reporting and Making of all Employs salary and expenses details

and report to top management

Kept office operations running smoothly and efficiently by

implementing procedure and policy improvements.

Booked and coordinated equipment maintenance to meet

operational needs.

‘Supported staff with clerical tasks for well-maintained office

administration.

0212012 - 02013

Administration Clerk
‘Shahwar Group of School & College - Mltan, Pakistan




[image: image2.png]Experience, Hiring & Manage the faculty
Look after the Course outline

Preparing the Pay role & Expenses

Controling the Sports activtes.

Kept office operations running smoothly and efficiently by
implementing procedure and policy improvements.

172011 - 0172012

Assistant Team Leader
TCS - Multan, Pakistan
Managing courier team
Managing Shipment
Working s a Team leader
Managing sports activiy of my team
Controling of MEGA profect of TCS Pakistan.
Processed deliveries accurately and effidently, distributing and
storing items safely and securely.
Worked with tireless energy and enthusiasm, approaching tasks
with a can-do attitude for improved workplace morale.
Handied complaints calmly and professionally, quickly finding
positive outcomes for enhanced customer satisaction.
‘Appropriately delegated tasks and coordinated staff to
continuously meet operational requirements.

o01/2010- 0172011

EDUCATION
2010
Bachelor Of Arts.
‘Bahaudin Zakariya University - Multan, Pakistan

2007
Intermediate Education Commerce
International College of Commerce - Pakistan

2005
Secondary School Certificate

Board of Intermediate and Secondary Education - Multan,
pakistan




[image: image3.jpg]ANUP P BHATIA WhatsApp +971504753686
HR CONSULTANT feedback@arabianjobseeker.com

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation



[image: image4.jpg]FILIPINO MANPOWER

DIRECT HIRE

AGENCY HIRE

ROWENA HOTEL STAFF - SALES - CUSTOMER SERVIGE - ADMIN
CLEANERS - SECRETARY - IT- ENGINEERING - MEDICAL
HRCONSULTANT  \| kiND OF PROFESSIONAL MANPOWER AVAILABLE

Hiring & Document Processing of Skilled Workers from Philippines

Human onsulting | Job Advertisement | Digital Mar

First Impression Management Consultancy (Est. Since year 2002)
Office No 568, Dynamic Business Center, Abu Baker Siddique Metro Station, Dubai, UAE
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MONISH BHATIA WEBSITE DESIGN HOSTING SERVICE
IT WEB SUPPORT SOCIAL MEDIA - DIGITAL MARKETING
WORD PRESS WEBSITES - EMAIL MARKETING

INDIA: 203 Shree Balaji Heights, C G Road, Ahmedabad, Gujarat, India
UAE: 568 Abdullah Kambir Business Center, Abu Baker Siddique, Deira, Dubai




