
Curriculum Vitae
FAYAZ 
PERSONAL DETAIL
First name
S/O
DOB
Nationality Gender Visa Status Contact # E-mail Address
Fayaz 
18-01-1992 Pakistani Male
Employment
Fayaz.139762@2freemail.com 

COMPANY DETAIL
^ Reach Employment Service Recruitment and Supply
OBJECTIVE
To contribute towards the growth and development of a dynamic organization having opportunities for both personal and professional growth, where I can add value to the work environment together with achieving goals and targets both for self-contentment and for the organization.
HILIGHTES
'r Data Entry operator
Documents
controller
· Assistance in Accounts and Financial Field
· Office Assistance
Administration
Support
PROFESSIONAL EXPERIENCE
Now on job in Emirates Post Group a Government organization of United Arab Emirates as a Data Entry Operator in (Emirates ID Section) through Reach Employment service compared data with source documents, re-entered data in verification format to detect errors, compiled, sorted and verified the accuracy of data before it was entered, located and corrected data entry errors and reported them to supervisor.
Working at archiving department doing scanning documents, indexing and check customer’s inquiries.
Worked before Register department make separate domestic and international documents and boxes.
01 Year working experience with Info fort Jebel-e-AI (Records Document and storage Facility) as a Documents Controller through Reach Employment service to perform Bank Support Documents Preparation, separation, scanning, indexing, validation and Final QC.
Operate office machines like personal Computers, Scanners and voice mail systems. Maintain all reporting documentation logs and pay attention to detail.

01 years' experience as a Cashier with insaf General Trading in Pakistan Rawalpindi. Prepare and processes purchase orders, invoices cheques request and Ensures Account payable and receivable.
Also take sales and purchase responsibilities of various kinds of needs. Deals with customers and Suppliers about daily required goods.
^EDUCATIONAL QUALIFICATION
>■ Graduation in Commerce 2015
>■ 2015
B.Com
(Commerce)
Abdul Wali Khan University Mardan Pakistan.
· 2011
D.Com
(Commerce)
Board of Technical Education Peshawar Pakistan.
2009
SSC
(Science)
Board of Intermediate and Secondary Education, Mardan, Pakistan.
COMPUTER SKILLS
>■ Windows XpA/ista/7/8.
>■ Microsoft Office 2010 (Word, Excel, Power point). >■ Good Typing Skills
· Internet browsing.
PROFESSIONAL COURSES
>■ Peachtree, >- Quick Book. >■ Tally
LANGUAGES SKILLS
>■ English: can read, write and speak very well. Urdu: can read, write and speak very well. Arabic: can read, write and conversation.
»• Hindi: speak very well.
REFERENCESS
Will be furnished upon request.
