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OBJECTIVE

To obtain a challenging position in a professionally managed company to explore my potential and to share my knowledge and experience to increase the profitability of the company.
Possess capability in handling office management, secretarial function, personal assistant duties and providing customer service. Result driven and systematic team player who possess the ability to work well under pressure and meet task deadlines. Skilled in prioritizing job responsibilities in an effective and organized manner and maintaining strict confidentiality of records. A fast learner and dynamic by personality who have fair for interacting with people; establishing instant rapport with client; thriving for new challenges and demonstrating tireless work ethics.
WORK EXPERIENCE

[Oct 2013-Jan 2014]
Company-Pakistan
Intern (Finance)
· Operating ERP-Aacpac 
· Implement Paper less environment in finance department. 
· Bank Reconciliation Statement. 
· Voucher filling for HQ Office. 
· Checking of Over-time, P/diem sheets and other claims. 
· Book-keeping and accounting works. 
· Managing payments and receivables. 
[July 2012-Dec2012]
Bank
Intern
· Filling the Deposit slips, Demand Drafts etc. 
· Customer Dealing 
· Account Opening 
· Cash Receipt and Payment 
· Cash Handling 
· Credit Department 
EDUCATION

· Master of Business Administration (Banking & Finance) [2012] 
Govt. College University, Faisalabad, Pakistan 
· Bachelor of Commerce [2009] Punjab University, Lahore, Pakistan 
· Diploma of Commerce [2007] 
Punjab Board of Technical Education, Lahore, Pakistan 
· Secondary Education [2005] 
Board of Intermediate & Secondary Education, Faisalabad, Pakistan 
PUBLICATIONS
	
	Topic
	Journal

	IMPACT OF LIQUIDITY ON CAPITAL
	World Academic Journal of Business

	STRUCTURE: TEXTILE SECTOR OF
	and Applied Sciences. Vol 1, No. 6

	PAKISTAN.
	Page No. 223-233

	INTEREST RATE FLUCTUATION AND
	International Journal of Research in

	FINANCIAL OUTCOME OF BANKING
	Commerce & Management. Vol No. 4

	SECTOR: CASE STUDY OF PAKISTAN.
	Issue No. 7, Page No. 125-129

	TOOLS EXPOSURE
	
	

	Operating System
	: MS Windows (All Versions)
	

	Word Processor
	: MS Word (All Versions)
	

	Spreadsheet
	: MS Excel (All Versions)
	

	E-Presentation
	: MS Power Point (All Versions)
	

	Accounting
	: ERP Aacpac, Tally ERP 9
	

	Internet
	: Excellent knowledge of internet

	Utilities
	: Anti-viruses, file compression, disk tools etc.

	Typing Skill
	: 45 WMP
	


LANGUAGES
· Urdu ( Read, Write & Speak) 
· English ( Read, Writer & Speak) 
· Punjabi ( Read, Writer & Speak) 
PERSONAL DETAILS
	 Date of Birth
	: 27th Oct, 1988

	
	Marital Status
	: Single

	
	Nationality
	: Pakistani


