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Fabrics, Ltd.
jan 2012 — Nov 2014
Marketing executive
Campaign Leadership:
Organized road shows, trade shows and marketing events.
[image: image3.jpg]



Discovered and developed opportunities for marketing that involved advertising on the Internet, regional/national as well as specialist publications.

Managed the production of marketing materials.

Attended and organized company-related exhibitions, sales, promotional events, and others. Secured sponsorships and assisted in creating and actualizing publicity and marketing plans.

Participated in delivery of approved marketing strategies – Effectively contributed to long-term strategies.

Research & Analysis:
Organized marketing research to implement brand awareness. Conducted customer surveys to analyze the demands of the market. Analyzed product and market pricings on a regular basis.

Tracked the activities of the company’s competitors – Motivated to gain sustained knowledge of competitor activity.

Wrote and distributed press releases.

Networking:
Performed frequent and effective networking with a variety of business partners and customers. Built strong, lasting relationships with market players.
Built and maintained lasting and productive contacts with the media. Linked between suppliers, media and company clients.

Al-abid silk mills, Ltd.
Jan 2009 — march 2010
Accountant
Job responsibilities:
Prepare journal entries.

complete general ledger operations.

monthly closings and preparation of monthly financial statements. reconcile and maintain balance sheet accounts.

draw up monthly financial reports.

reconcile and maintain balance sheet accounts.
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draw up monthly financial reports.

prepare analysis of accounts as requested. assist with year end closings.

administer accounts receivable and accounts payable. prepare tax computations and returns.

assist in preparing budgets and forecasts. assist with payroll administration.

monitor and resolve bank issues including fee anomalies and check differences. account/bank reconciliations.

review and process expense reports.

assist with preparation and coordination of the audit process.

assist with implementing and maintaining internal financial controls and procedures.

Nina Industries Ltd.
August 2007 — Dec 2008
Admin Officer
Job responsibilities:
Maintain all office systems in accordance to the prescribed standards in order to ensure smooth functioning at all times.
Handle customers on telephone and in person with queries and problems. Train new employees in administrative tasks within the department. Maintain records and file data according to category.

Oversee payroll systems to ensure smooth running.

Communicate with management, staff, suppliers and customers to ensure a pleasant work environment.

Nina Industries Ltd.
July 2006 — August 2007
H.R Officer
Job responsibilities:
Responsible for interviewing and selecting employees for the company. Check and verify documents selected candidates.
Complete all formalities in respect of resignation,discharge,termination and dismissals. Ensures that company personnels policies and practices followed by all departments. Ensure security of company`s property through security /time office.

Maintain personnel record statistics.

Ensure that company rules and regulations are carried out and proper conduct and discipline is maintained. To check contractor`s salary.

Check and verify Company employees salary/wages.

Arrange for pre employment and regular medical examination of employees.

Reasonable for all sorts of Factory inspection made by Government officials from Time to time.

Responsible for the submision of EOBI SESSI education sass contribution of the eligible employees & Labour welfare.

Display of factory notices and other ordinances. Arrange group Insurance of Permanent employees.

Ensure that company fulfills the requirements of factory Act and other Labour laws. Dealing with labour department and other related officers.

Worked with Asst.Manager Audit costing the monthly salary repot. Negotiation with Union and handling in all problems on day-to-day. Ensure proper cleanliness is maintained in all parts of the company. Maintained personnel record and leave of employees.

Maintained personnel files of all employees.

.
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Prepare & Check:
Daily wages workers wages.

Prepare and check full & final settlement and forward to Accounts Deptt.

Prepare and check Bonus/leave Encashment/Loan.

Look after the time office,security &Gate office.

Ensure efficient training of Company`s vehicle & check drivers Log Books.

Look after the Co`s security and post security guards when and where required.

Check and prepare company Petrol/Diesel bills/Canteen/Contractor Transport.

Advertisements/Conduct Interviews and recruitment process.

Nina Industries Ltd.
April 2004 — July 2006
Data Entry Clerk
Job responsibilities:
prepared documents for data entry

verified, updated and corrected source documents

entered data into designated database and forms

checked printouts and performed statistical checks for accuracy

recorded all tasks and activities

prepared and submitted reports

routed data to appropriate staff

researched and retrieved requested data

performed daily control functions

Qualifications

MBA

B.COM

D.A.E

F.A

MATRIC

Computer skills

	Experience
	2000 — 2015


.
Operating system:
Microsoft Windows 98,2000,XP,vista, 7,8,etc·

Microsoft Dos.

Data Software:· Office 97,2000,XP,etc.

AS 400· Asp.Net(Company Internal H.R Payroll System).

Graphics:· Adobe Photoshop(8.0)·

Coral Draw· Free Hand· Xara X· Flash

Hardware:
Windows/Software installation·

Troubleshooting·

Assembling.
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Personal information

Nationalty: Pakistani
Date of Birth: 04-04-1987
Languages

English

Urdu

Pushto

Punjabi

Hazra

Sindhi

Interests

Reading

Writing

Computer

Web surfing

Running or Jogging

Gym or Weight Training

Modelling

Fashion

Photography

Travelling

Meeting Friends

References

References available upon request.
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