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	PROFILE SUMMARY

	              
	
	Well qualified and self-motivated B.Com Graduate with 4 years of extensive experience within diversified multinational company significantly contributing in the spheres of Sales, Management, prepare inventory, auditing, bookkeeping, document control, Team Work, sales and IT support. Well-organized and innovative team player with excellent communication, analytical, problem solving, decision making, time management and IT skills.


	
	
	

	Sound Sales Knowledge
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Versed in Document System Management
	
	

	
	
	

	
	
	QUALIFICATIONS

	
	
	

	
	
	B.Com, Bahauddin Zikriya University Multan

	2011

	
	
	Intermediate Computer Science, BISE Multan
	2007


	
	
	Matriculation  BISE Multan                                                                                              2005           

	
	
	WORK EXPERIENCE

	
	
	

	Excellent Numerical &    Computing Capabilities
Outstanding Analytical & ‘Problem Solving Skills
Of 

Responsible - Goal Oriented

	
	PROVEN JOB ROLE                                                                                       
Company       FEB 2014- MARCH2015     

Branch Manager             (Feb 2014-March 2015)
Trainee Branch Manager     (Aug 2012-Jan2014)        

Assistant Manager            (March 2011- Aug 2012)
Bank Reconciliation
· prepares daily bank reconciliation after verifying all the 
            cash & cheque  after transaction by the customers.

· Deposit all the Cash to the H.O on Daily Basis.

            Settled daily credit Card Amount via cheque.

Petty Cash Management
· Confirmation from the location account for petty Cash   

               Expenses in system.  

· Post All Expenses in System and then manage the
  Petty Cash.

· Prepare opening and closing report of petty Cash.

Planning for Achieving the company’s goals
· Prepares reports of target achievement on daily basis.
· Communicate all the Staff about the daily basis target.

· Prepares Annual Target Reports and see the gap on 

   daily basis.
· Being part of central planning team, taking parts in 
               Sales Promotions related decisions.
	Feb 2014 – Mar 2015

	
	
	
	  

	
	
	LeaderShip Skills
· Treating others with respect will ultimately earn 
    respect.
· Evaluation of events and programs is essential for an 
   organization/group to improve and progress. 
·  willing to work to understand the needs and desires of 
     others.
Guidance & Staff Motivation

· Guide the Staff about the way of selling.
· Guide how to become a professional.
· Motivate the staff to fulfill the achievements.
· Fulfill the needs & desires of sales staff.

	

	
	
	

	
	
	ACHIEVEMENTS

	
	
	

	
	
	· Demonstrated integrity and strong work ethic in maintaining confidentiality in official records as well as flexibility in working well in cross-functional teams.  
· Successfully achieved performance parameters as well as organizational goals and objectives.  
· Achieved all targets that given me from my company.
· Achieved Best Performance certificate.


	Superb IT Skills 
Strong Communication
In Visit Visa with  immediate availability

	

	
	
	

	
	
	IT PROFICIENCY

	
	
	

	
	
	· Well Command in RMS (Retail Management Service)
· Highly known About AX Retail System
· Highly proficient in MS Office (Word, Excel, Access, PowerPoint, FrontPage) applications
· Well known in Windows 7 & XP, as well as trouble shooting of system.


	
	
	

	
	
	PERSONAL DETAILS

	
	
	

	
	
	Nationality
	:
	Pakistani

	
	
	Date of Birth
	:
	12 September 1988

	
	
	Marital Status
	:
	Single

	
	
	Visa Status
	:
	Visit Visa

	
	
	Languages
	
	English, Urdu

	
	
	

	
	
	REFERENCE

	
	
	

	
	
	Will furnish promptly upon request
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