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Career Objective

To work in a stimulating environment where I can apply & enhance my knowledge, and skills to serve the firm to the best of my efforts with the opportunity for career advancement and professional growth
Skills

· Ability to work well under pressure with excellent multi-tasking skills 
· Excellent communication, interpersonal and presentation skills 
· Worked as a team leader in several group assignments. 

· Excellent knowledge of MS Office (including Excel) and good knowledge of MS Outlook. 

Educational Background
Masters:
Preston University Kohat Campus Pakistan, MBA (Finance)

Bachelors:
Government College of Commerce kohat Pakistan, B.COM (Bachelors in Commerce) 

Intermediate:
Government College of Commerce Kohat Pakistan, D.COM (Diploma in Commerce) 

Secondary:
Pakistan Air Force Inter College Kohat Pakistan, SSC
other skills

Computer:
Ms-Office: Proficient in Outlook, MS Excel, Word and has got working knowledge of other office packages like Power point etc. 


        Diploma in Information Technology (One year Diploma from Technical Board Peshawar)

Languages:    English (Read, Write and Speak) 

                         Urdu (Read, Write and Speak

Internship Experience 

National Bank of Pakistan 

Main bazar Branch, Kohat
(1st June 2011 to 30th July 2011)
During the period perform different activities

· Establishment

· Accounts Opening

· Clearing Section

· Dispatching

· Government Section

Professional Experience 

M Yaseen Consultants 

, Kohat

Position: Accounts Assistant

Duration: (Jan  2012 – Oct 2012)
Job responsibilities:

· Prepares and processes purchase orders, invoices, cheques and other payments.
· Maintaining accounting or bookkeeping records.
· Assisting in the production of profit and loss accounts
· Balance sheet reconciliations
· Administering petty cash

· Ensures purchase orders, receiving and invoices are matched.
· Verify statement items and totals with department records.

· Responsible for ensuring compliance of standard practices.
· Responsible for cheque stock inventory & safekeeping of same.
· Other general accounting duties as assigned.
Personal Details
Name



: Shakir 


Date of Birth


: Oct, 22nd 1986
Nationality


: Pakistan

Residence


: Dubai, UAE
Sex



: Male 

Visa Status


: Visit Visa (Valid till 20 Jan 2013)
References will be furnished upon request.[image: image2.jpg]



