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OBJECTIVE
To work with an aim to gain valuable hands on experience and professional skills in an organization which provides a challenging, learning and developing atmosphere 

1: WORKING EXPERIENCE IN DUBAI

BERKELEY SERVICES L.L.C
Working as a Security Officer From Nov, 2013 to date in following Location. 

· Dubai chamber of Commerce, 

· One & Only Royal Meraj.

· Dubai International Airport. 
2: WORKING EXPERIENCE IN PAKISTAN
1:  FOOD CONSULTS PVT (LTD).

Worked  as a Cash Superior & Data Entry Operator (POS) From April, 2011 To Nov 2013.

Job Description:

· Petty Cash, Maintain, daily and Monthly Reports

· Prepare Bank and Cash Vouchers,

· Pay company bills by cash, vouchers, or checks.

· Issue receipts, refunds, credits, or change due to customers.

· Receive payment by cash, check, Cr,Dr cards, vouchers, 
· Compute and record totals of transactions.

· Daily, weekly and monthly closing.

· Maintain Staff Roster.

· Prepare Sales Tax register.

2:  SHAIKH BUKHSH ELLAHI SONS PVT (LTD).
FOUR years working Experience as an Account Assistance & Cashier from Dec, 2007 to Feb, 2011.

Job Description:

· Preparation of Pay roll and Distribution.

· Cash Handling 

· Payment Transaction.

· Preparation of General Vouchers.

· Regular Staff Attendance. 

· Face & Clear All Type of Check.

· Makes and checks necessary calculations

· Knowledge of Accounting Software and MS Office

· Track the Payment of Vendor and Customer

ACADEMIC QUALIFICATION
· B.Com 2011 from Karachi University.

· Intermediate with Pre – Engineering 2008 from Mirpur Board AJK.

· Matriculation with Science 2005 from Mirpur Board AJK.

COMPUTER SHORT COURSE
Basic of IT, Operate and installed Windows XP, Using Internet, and company mailing address, good in Ms-Word, Ms-Excel& Ms-Power Points.
PROFFESIONAL COMPUTER COURSE
Six Month Diploma of Computerized Accounting from Intra Digit Recognized (SBTE) For 2012.

· Peach Tree.

· Quick Book.

· Tally

· Advance Excel

SUMMARY/ MY STRENGTH
Good communication ability especially listening skills
Interactive personality with relationship building ability

Ability to work independently as well as a part of a team
Ability to work in challenging environment
Ability to work under stress
High level of integrity
Excellent communication skills in English (both verbal & written)


LANGUAGES
English

Urdu
PERSONAL INFORMATION
DATE OF BIRTH                             


 17-07-1987

MATERIAL STATUS                           
  
Single

NATIONALITY                                  


Pakistani

RELIGION                                     


 Islam

Visa Status

              Employment 
