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OBJECTIVE:              
Seeking a position in Accounts / Customer service / office administration in an organization with a potential for escalation, an opportunity for constant learning, and the environment to enhance my abilities. 
PROFESSIONAL CAPABILITIES: 

A diligent and conscientious individual with experience in the local business scenario.

· A quick learner, lateral thinker, and valuable team player.

· Always give attention to detail and quality and have the ability to view new perspective under pressure.

· Self-motivated and willing to put in long hours as and when required, this also works my way in achieving results in time.

· Possess sound client service skills in a multicultural and a high-pressure environment, good communication skills, and also am willing to learn from others and from daily experiences gained from within or outside the working environment.

· Flexibility and adaptability in the face of changing priorities and workloads

· Ability to work well as part of a team- to exhibit objectivity and be open-minded towards the ideas and views of others, give as well as welcome feedback, contribute to building team spirit, aid others to succeed


PROFESSIONAL EXPERIENCE: 

 Bank of Pakistan, Multan, Pakistan    

Internship officer (jun. 2010 Till Augast 2010)     
Reporting to: Branch Manager

Corporate Profile: Accounts, Payrolls, Account opening, Remittances Forex.

· Expert in checking counterfeit currency.

· Update contact with Bankers, other money changers & customers.

· Expert in all money transfer related services.

· Adheres to the AMLA Policies, regulatory requirements and other Policies of the company and Audit Compliance of Central Bank.

· Responsible to implement the rules & regulations of the establishment, which receives from time to time by the management.

· Performing day to day procedures necessary to operate with the use of the It system, viz. changing/updating Forex rates, journal voucher entries, cash balance monitoring, day closing, etc.

· Process the Payroll and benefits of the employees, delivers payroll input/ output on monthly and accrual basis.

· Establishing relationship with customers and Solicit new businesses from prospective customers. aimed at increasing the volume of the business in the branch.

· Monitor fluctuations of the exchange rates and responds with necessary action to adverse risk.

Key skills and competencies:     



· In-depth knowledge of the Accounting Standards
· Strong accounting skills
· Strong ability to work independently

· Excellent written and oral communication skills
· Exceptional ability to deal with pressure and stress

ACADEMIC QUALIFICATIONS
UNIVERSITY OF EDUCATION LAHORE 

Master in Business Administration (MBA) Completing Year 2014


Majors: Finance, 30 subjects got 64% Marks

Allama Iqbal Open University Islamabad (A.I.O.U)

Bachelor of Business Administration (BBA) Completing Year 2010

Majors: Accounts, Economics, Marketing 20 Subjects got 62% Marks

Board of Intermediate and Secondary Education Dera Ghazi Khan (B.I.S.E)

Secondary School Certificate (SSC) Completing Year 2006

           Majors: Computer Studies,IslamicStudies,Punjabi got 61% Marks

Board of Intermediate and Secondary Education Dera Ghazi Khan (B.I.S.E)


Secondary School Certificate (SSC) Completing Year 2004

Majors:  Physics, Chemistry, Electric Wiring, Math, got 55% Marks

Computer Application work

· Proficient in Microsoft Office (Word, PowerPoint, Excel)

· Accounting Peachtree, SNL Customized Applications, QuickBooks.

· Internet Research works.


REFERENCES 

Available on request.


PERSONAL INFORMATION:
                                             

· Date of Birth  

: 3-4-1987
· Marital Status   
: Married
· Nationality   

: Pakistani

· Sex    


: Male

· Visa Status   

: Visit Visa 
· Language Profile  
: English, Urdu, Arabic (learning)

