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CAREER OBJECTIVE

Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and utilize my potential
WORK EXPERIENCE
1) Record keeper and accountant, fibers mills Ltd. ( one year)
· Preparation and  input of month end journal vouchers

· Preparing of cheques and various banking documents
· Preparation of various reports for managers

· Ensuring that information is accurately collated and entered into systems

· Managing salary of employees etc.

· Handling letters, correspondent and mails.

2) Record controller, Rafi cotton mills Ltd (6 months)
· Preparing payment receipt vouchers and upkeep of an accurate accounts filing system

· Preparing of cheques and various banking documents

· Managing salary of employees

3) Computer operator and accountant in allied school system (one year)
· Ensuring that information is accurately collated and entered into systems

· Managing salary of Teachers and other staffs  

· Handling letters, correspondent and mails.

4) Sales officer, Pepsi Cola private Ltd.  (2 years)

· Marketing and distribution of company products
· Making public relation with old and new customers

· Ensuring that information is accurately collated and entered into systems

​
ACADEMIC QUALIFICATION

· Metric Science(BISE,Faisalabad)
· I.Com (BISE, Lahore)

· Bachelor of Arts in Sociology (Islamic University of Pakistan)

· Bachelor of business administration (hons)  (Virtual University of Pakistan- continue)
· Diploma in computer hardware and software
SKILLS

COMPUTER SKILLS




· Ms Office



· Adobe PageMaker/ DTP

· Adobe Photoshop / Image 
· Internet Browsing, Email
LANGUAGES KNOWN

Language 


Speaking
Reading
Writing

Punjabi


Excellent
Excellent
Excellent

English


Good 

Excellent
Excellent

Urdu



Excellent
Excellent
Excellent
PERSONAL INFORMATION

Date of Birth



:
13/11/1990
Place of Birth



:
Faisalabad
Civil Status



:
Single

Nationality



:
Pakistani
Religion



:
Islam

Visa Status



:
On Visit 
DECLARATION 
I, the undersigned, hereby declare that the information furnished above is true and correct to the best of my knowledge and belief.[image: image2.jpg]









