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Experience Summary: 


I seek a challenging career that utilizes my skills and abilities and provide an opportunity to work in a professional environment. I solemnly believe in hard work and devotion and hence, offer my services to the best of my capabilities. 


Excellent interpersonal, communication, conceptual and analytical skills.


Able to speak & deal and converse with clients through phone or in person.


Detail and object oriented, efficient, highly organized and innovative.


Proficient in using computer software such as Windows, MS Word, MS Excel, MS Power point, Peachtree Software. Has basic knowledge to Adobe Photoshop.


Experience in administrative function.


Has excellent oral & written communication skills


Eager to accept a challenging position in a progressive and dynamic where I can utilize and enhance my professional abilities for the organization’s growth.





Professional Experience: 	           COMPUTER OPERATOR (EDP INCHARGE)                                     


 AL SAFEERGROUP OF COMPANY                     


					 02/01/2013-2015 PRESENTLY EMPOLYEE.               


			             							


COMPANY PROFILE   : Al Safeer Group Of Company needs no introduction, as   it is a leading   Retail group in GCC (Which has 60 outlets including hyper market, super market, department store, and fashion shops in U.A.E)





Responsibilities  	  :





Supervision of EDP department.


Allotment of work to other computer operators.


Uploading every day Sales of around 30 branches to the main office Database in Sharjah.


Preparing daily sales and monthly sales report. 


Product uploading to all branches online.


Data Entry for Sales & Purchase.


Creating barcodes for new products approved.


Internal Correspondence. 


Reception duties


Maintaining confidential files and official records.


Making Local Purchase Advise 


Making Local Purchase Order


Cash Handling


Inventory reporting


Handling goods return note (G.R.N)


Normal office routine like filling etc.


Preparing and submitting Invoice & Fax


Handling telephone calls & co-coordinating with management














15 months experience in FATA SECRETARIAT SPECIAL PROJECT.





Office Administration and management.





Answer phone calls, take messages, or transfer calls to appropriate office personnel.


Prepare and manage correspondence, reports and documents.


Arrange conferences, meetings, and travel reservations for office personnel.


Implement and maintain office systems.


Maintain schedules and calendars.


Arrange conferences, meetings, and travel reservations for office personnel. Organize internal and external events.


Handle incoming mail and send mails to designated personnel or customers.


Set up and maintain filing systems. Set up work procedures.


Collect information maintain databases.


Communicate verbally and in writing to answer inquiries and provide information.�Prepare and mail checks.


Operate office equipments such as printers, copiers, fax machine etc.








3 Year experience in Regional institute of Modern Studies (RIMS).


     


            Main responsibilities are





Stock handling


Handling petty cash


Processing payments


Processing payroll


Managing office forms and stationery Inventory control.


Knowledge in business principles, business administration.


Experience in information and communication management.


Fast and accurate typing.














 Askari Leasing Bank





                                                                     Work from: Mar 2011 to Oct 2012


                    


Maintance Accounts:





Accounts Maintenance Clerk or Accounting.


Completes all daily maintenance requests and reports any unfinished work to maintenance management, inspects all equipment for proper functioning on a regular basis. 


Responsible for working with tools, ladders, and maintenance supplies as directed. Supports facility maintenance inspection processes, forwards feedback to maintenance management; attends required student employee staff development meetings/programs.





            15 Months Experience in FATA SECRETARIAT SPECIAL PROJECT.





Office Administration and management:





Prepares asset, liability, and capital account entries by compiling and analyzing account information. 


Documents financial transactions by entering account information. 


Recommends financial actions by analyzing accounting options. 


Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports. Arrange conferences, meetings, and travel reservations for office personnel.


Handle incoming mail and send mails to designated personnel or customers.


Set up and maintain filing systems. Set up work procedures.


Collect information maintain databases.


Communicate verbally and in writing to answer inquiries and provide information.�Prepare and mail checks.


Operate office equipments such as printers, copiers, fax machine etc.


             3 Year experience in Regional institute of Modern Studies (RIMS).


        Main responsibilities are:





Stock handling


Handling petty cash


Processing payments


Processing payroll


Managing office forms and stationery Inventory control.


Knowledge in business principles, business administration.


Experience in information and communication management.


Fast and accurate typing.


             Educational Background:





             BACHELOR OF BUSINESS ADMINISTRATION (HONS)


             MAJAR IN FINANCE


             Agricultural university Peshawar, 


             Pakistan.


              Year Graduated: 2008


             Skills:





Computer literate such as Basic Computer Programming, Microsoft Word, Excel, PowerPoint, 


Peachtree, Practical Hardware, Adobe Photoshop, Oracle, Integrated Information MGT System.


Ability to learn quickly and can easily adapt to company‘s work procedures and multi cultural workforce


       Personal data:


	


Birth Date 	 		-          MAY 10,1985


Age 			-	28 years old


Civil Status		-	Single 


Nationality			-	Pakistani


Visa Type			-	Employment Visa














Professional references and original certificates available upon request. 


























                   Imran Khan


                     Applicant












