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Curriculum Vitae

OBJECTIVE
Seeking a challenging position in a dynamic organization with the aim to contribute towards organizational success by enhancing ethical and competency standards in client services, to perform consistently and meet the organization’s expectations while constantly availing opportunities to learn, excel and grow.

Professional Experience

Ashraf Science College Lodhran
Accountant. (1 Year)
· As an Accountant my duties were to maintain the Accounts record of the college.

· My duty was to make salary sheet and pay salary to the employees.

· Keep the record of the student’s dues.
· Collect fee from the students and keep record of the fee.
· All income and expenses record by manual and computerized way.

Superior Group Of Colleges (Lodhran Campus)
Admission Incharge and Head of Examination Department. (2 years Experience)
· As an admission incharge my duty was the admission of new students.
· Deal with all the relevant types of admission and fee collection.
· Guide the new students and their parents about the admission procedure and about college. 
· As a H.O.D of Examination branch my duties were to provide the examination result of the classes at the end of every month.
· Collect the question papers from the teachers and prepare the papers through computer.

· Setting the schedule of teachers for invigilation.

· Making schedule of college for class lectures and daily class tests.

· At the end of exam, collecting the checked paper from the teachers and preparing the results of students and also print the results card.
Star Computer & Graphics.                                    
Business Development Executive (1 year)  

· As Business Development Executive I Manage the Whole Business of the Firm and a team of 6 members 2 Computer Operators, 1 Graphics Designer, and 3 Workers.

· My Responsibility is to put the Business on the way of progress. 

· Good Relationship with Customers is my first priority. 

· Dealing with the people in all kind of work of Firm like, Composing, Printing, Scanning, Sales, Photo State, Graphics Work.
EDUCATION 

· B.Com      

  

· I.Com       


· Matriculation   
 
Others Qualification 

· Diploma in Computerized Accounting (DCA) Tally ERP 9, Peachtree. Excel.
· Diploma in Computer Operator / Office Assistant.
· MS Word, MS Excel, Power Point.

· In-page (Urdu typing software)

· Auto Cad 2004 (2D) 

· English and Urdu composing and typing.
USED TOOLS & TECHNOLOGIES

· Windows Seven & XP

· Printer, Scanner
Hobbies

· Reading the Holy Quran.
· Playing Cricket

· Traveling, Reading News Paper.
PERSONAL INFORMATION

· Date of Birth


:  15-04-1992
· Visa Status


:   Visit Visa
· Marital Status


:  Single
· Languages known

:  English, Urdu, Punjabi            

Reference will be furnished upon request
