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Gulfjobseeker.com CV No: 1495230
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Present Address: Sharjah 

· PERSONAL SUMMARY.
· Skilful clerk, attentive listener, patient and diplomatic highly skilled in representing employer intelligently and professionally, provided valuable customer care service throughout career in office environment, with excellent office organizational management skill and good sense of humour,  Strongly motivated with high personal Goal, Confident & Pleasant personality. 

· OBJECTIVE:-
· Looking for a job in an office environment as a, Office Clerk, Data entry operator, where there is a need for a variety of office administration skills such as a computer operator, customer service.

· EXPERIENCE:-
· Allied Bank Limited Pakistan 
Duties & Responsibilities:

· Handling admin affairs.

· Maintain accounting system using Microsoft Office.

· Preparation of financial report.

· Royalty Making

· Drafting

· Maintain ledger book.

· Outward bill of collection.
· Local bill of collection.

· Khyber Bank Limited Pakistan
Duties & Responsibilities:
· Maintaining employee files and the HR filing system.

· Employee safety, welfare, wellness, and health reporting and employee services.

· Recruiting and staffing logistics
· Remittance payment slip
· Account checking
· ICMS College System Peshawar Pakistan
Duties & Responsibilities:

· Hiring Staff – Advertising and Interviewing.

· Keeping employee records.
· Providing staff training and development.
· Advising on matters like pay negotiations , redundancy and employment law

· Controlling Day to Day Data and Documents of Students and Teachers.

· Creating and Updating Monthly accounts.
· Printing, Scanning, Data Entry etc.

· Any other work as per instruction.
· Educational Profile
· Bachelor of Business Administration in Human Resource Management from University of Peshawar, Peshawar, Pakistan
· F.sc intermediate from Allama Iqbal College Sakhakot K.P.K. Pakistan
· Professional Certificates & Courses

· Certificate in Hotel Management from Regional Institute of Modern Studies , Peshawar Pakistan
· Diploma in Information Technology from Trade Testing Board Peshawar Pakistan
· Certificate in accounting (Peachtree)
· Personal Information.

Nationality 
:      Pakistani

Visa status  
:      Visit Visa
Date of Birth
:      13th March 1991
Marital Status        :     Unmarried
Languages             :      English, Hindi, Urdu, Pashto
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