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OBJECTIVE:
To obtain a challenging & responsible role in a company offering enhanced opportunity that will develop and actively utilize my technical skills & abilities.

PROFESSIONAL EXPERIENCE:
Research Analyst  Cum Admin
Pakistan Industrial Trading Corporation. (US AID)       (May 2010- Dec 2011)
Key Responsibilities 
· Preparing Daily, Weekly & Monthly progress reports for senior management

· Coordinate with project management team and provide necessary support 
    For implementation   
· Data Analysis, Online research, data entry and documents handling     

· Assistance in writing, managing development and creation of technical documentation

· Verifying office and field expense statements

· To maintain Daily Attendance of staff

· To maintain mail Receiving and dispatch record

· Correspondence with company’s stake holders 

· Telemarketing, Customer Services and Email response handling
· Managing front desk 
Accountant & Database Controller
King Packages Company, Multan.
(May 2008- Aug 2009)
Key Responsibilities 
· Inventory control management 
· Cost analysis for specific job order
· Customer care service
· Preparing Monthly Financial Report to Managing Partner
· Petty cash control
· Payroll  Maintaining 
ACADEMIC QUALIFICATION:
· M.Com in 2011
· B.Com in 2007
· F.Sc in 2005

· Matriculation in 2002
CERTIFICATION:

· Business Communication Skills Training (2011) 
· English Speaking Fluently Proficiency  (2011)
· Completed Export Promotion And Supply Chain Management (2010)
· Office Automaton (MS Word, Excel, Power Point.) & Internet surfing 
ACCOUNTANCY SOFTWARES:

· Tally ERP 9.0  

· Peachtree

PERSONAL PROFILE:

     Date of Birth


: 01-05-1986
     Sex




: Male
     Visa Status



: Dubai Visa

     Marital Status


: Single

