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Career Objectives:
To obtain challenging position in reputed organization/industry where I can utilize mine 
Expertise and enhance my knowledge and skills with ample opportunities for learning and
Advancement.
Academic Qualification:
	Description
	Year
	Institute

	M-B-A
(finance with HR)
	2010-2013
	University of central Punjab

	IELTS
	2009
	British Council

	B.Com.(IT)
	2005 -2007
	Punjab College Of Commerce

	I.COM
	2003-2005
	Punjab College Of Commerce

	Matriculation
	2001-2003
	P.S.R.D High School, Lahore


Professional Experience:
· Last Working with  (Mobilink gsm) Pakistan mobile company As a Customer Care Representative


  





 27 March 2013 to 30 Nov 2014  

· I have one year working experience As Accounts Manager In 

(APSTA International)


   


    July 2009 to September 2010

· I have  6 month working experience As Acquisition Consultant In
   (Metro Cash & Carry Pakistan)         



    17-Sep-2008 to 31-Mar-2009
· I have one year experience as a Sales Officer in H&H traders.
(Pepsi cola international)




 05-March-2008 to 30-Aug-2009
Computer Skills:

· I have experience of accounting softwares.

· Microsoft office

· E-mails and internet usage.
Job description:
· Contact center, Meet and greet the customers Answer the Calls of Customers and make answer the queries of customer, facilitate the customers in professional manners, Resolve escalations of the customers, Maintain Accounts receivable and Payable. 
· Facilitation of the customers is first task, Handling petty cash
· Preparation of monthly bank reconciliation statement.
· Preparation of monthly outstanding debtors and creditors reports, with the ageing of debtors and creditors and follow-up with the client and supplier for collection and payments.
· Microsoft Word, Excel, Power point, Making vouchers for all types of accounts
·  Book Keeping (Recording journal entries into ledger and closing entries of accrual or prepayments
· Ensuring accurate and appropriate recording and analysis of revenues and expenses.

· Maintain book of accounts in a computerized environment.
Accounting Software and I.T Skills:

Skills Profile: 
Good Public Speaking Skills.

Know how to work in a team.

Good Presentation skills.

Maintain the required competency level.

Integrity towards organization, its norms, values, beliefs and polices.

Good couching administrative skills.

Decision making and strong inters personal expertise.
Personal Information:
Date of Birth:




10-10-1986


Current Address:



Al- Nahda Sharjah , UAE
Nationality:                                                            
Pakistani.

Marital Status:                                                      
Single.

Visa Status: 




Visit Visa
Referees:   To be furnished on Demand.
