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CV No: 1280910
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
· CAREER OBJECTIVE
· A Self-motivated individual, who possesses excellent knowledge of computer technology, Interpersonal skills and flexible working in a fast-paced environment with high attention for dealing with company concerns and inquiries. Ability to establish work schedules independently and complete them as planned in a timely manner.
· PROFESSIONAL EXPERIENCE 

OFFICE ASSISTANT CUM ACCOUNT ASSISTANT IN Company 
  Jun 2012 – Feb 2014
· Responsible to make data entry in computer system on daily basis.

· Making of cash payment vouchers.

· Responsible to bank payment, receipt and Journal vouchers.
· Prepare cash Collection and Reconciliation with sales on monthly basis.

· Maintain Petty Cash account.

· Prepare employee monthly payroll sheet.

· Compile sales tax data for submission of monthly sales return on FBR web portal.

· Coordinate with the concerned personal for submission of monthly sales tax reports.

· Stock taking on timely basis, and report the shortcoming to accountant.

· Assist department head on various assignments as and when required.
· File and maintain reports for managers on a regular basis.
· Received and routed mails direct items to other staff or County offices as appropriate.

· Maintaining and Updating Files and Records.
· Dealing with queries quickly and professionally. 

· E-mailing correspondence and Operated Photocopy Machine.
· Performs clerical and office administrative tasks such as drafting correspondences, typing, filing, sending facsimile and maintaining office records.

FRONT DESK OFFICER






 Mar 2011 - Jan 2012
· Making invoices, cheques, vouchers and banks correspondence.
· Answer phones, greet and help customers with queries and resolve basic concerns.

· Answering telephone calls professionally.

· Greet persons entering organization & direct persons correct destination.
· Ensures knowledge of staff movements in and out of organization.
· Receive and sort mail invoices.
· Maintain Tidiness at the reception area

· Attending to visitors in a professional manner.
· Receives all incoming calls & fax messages & routes to appropriate person.

· Performs clerical and office administrative tasks such as drafting correspondences, typing, Filing, sending facsimile and maintaining office records.

· ACADEMIC  QUALIFICATION 
· B.Com from Karachi University. (Result Awaited)



2010 - Present
· Intermediate (Commerce) from Board of Intermediate Education Karachi.
2008 - 2009
· Matriculation (Science) from Board of Secondary Education Karachi.

2006 - 2007
· AREA OF EXPERTISE

· Telephone Skills
|
Typing


|
 Documentation Skills
· Office procedures
|
Reception support
| 
 Filing / archiving
· COMPUTER  PROFICIENCY
· Ms Word (Good Typing Speed) 40 WPM
· Computerized Accounting (Advance Excel, Peachtree, Tally, Quick book)
· Internet E-mail & Browsing
· Point of Sale
· PERSONAL SKILLS
· 
Sincere 


|
Disciplined

|
 Trustworthy

Professional manner
|
Willing to learn

|
Respectful Ability to work alone


Experienced

|
Friendly outlook
|
Punctual and reliable
· HOBBIES & INTEREST
· Shopping | Travelling | Swimming | Playing Cricket | Eating | Reading | Driving
· PERSONAL  INFORMATION
· Nationality


:
Pakistani

· Language Proficiency
:
English, Urdu
· Date of Birth

:
26th August 1991
· Marital Status

:
Single
