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Career Objective

To be a successful professional in Operations/Accounts/Banking/Admin&General by joining an organization that can provide me opportunities to widen my skills to grow & expand with the organization. 

Profile Summary

· Have 2 years of experience in Admin & General/Operation.
· Prepare reports and strong at building good relationship with the customer
· Efficient in Analysing, Comparing and interpreting facts and figures quickly.

· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality.

· Excellent communication & interpersonal skills. 

· Self-motivated and hardworking with zeal for professional progress and career advancement through determination and dedication.

· High level of perseverance and Time Management

· Can work under pressure and meet deadlines.

· Able to join immediately.

Areas of Expertise

	· Professional Behaviour
· Customer service
· Tally ERP 9 Version software

· English speaking British Council 
· Effective communication
· Team work
· Cash Management

	· Client relationship
· Leadership and Interpersonal skills
· Microsoft Outlook

· Safety & Standard
· Purchase order
· Bill posting

· Bank Reconciliations 
	· Reporting & Documentation

· Flexible to change
· Microsoft word
· Microsoft excel


Professional Experience

Accounts & Admin Associate, ( August,2015 to October 2016)

Job Profile

· Work on Tally ERP 9 Version Software

· Record Individual customer record

· Maintain purchase,sale,contra,bank vouchers 

· Maintain customer ledgers

· Deal customer local and international
· Finance entries

· Deal Trading with Banks

· Well know about LC(letter of credit)

· Maintaining office budgeting

· Update record

· Structure, organize, and maintain personnel records to ensure confidentiality and the expedite retrieval.

· Maintain building security access maintenance

· Update organizational charts on a monthly basis

Corporate Accounts & Finance internship, Klash Private Limited, Faisalabad, Pakistan (Feburery , 2014 to July,2015)

Job Profile:

· Work on ERP software

· Financial entries

· Maintain purchase voucher

· Report  writing 
· Maintain records of receipts and payments
· Cash and credit vouchers scrutinizing
· Document Controller writing

· Maintain cheques

· Cheque receive to the customer

· Cash reconciliation statement

· Deal tax holders venders

· Handling all accounts of vendors
· Ledger telly
· Voucher receiving
· Stock Auditing
· Inventory Inward and out ward 
Real Estate agent internee, Kaya System, Lahore, Pakistan (July 2013 to august 2013)
Job Profile
· Handled general request for data and information
· Do the reservations
· Prepare presentations for the meeting
· Maintain a large customer database
· Do customer surveys and get feedbacks from customers
· Suggest improvements
· Admin and general tasks
· Prepare presentations
· Maintain a good relationship with client
· Client sustainability
· Team work
· Determine the house sale price and rent
Education
Master of science, In Economics (Government College University Faisalabad, Pakistan 

2014 – 2016
Bachelor of business administration – Banking & Finance (Government College University Faisalabad, Pakistan 2009 – 2013

Intermediate-commerce-islamia college of commerce toba tek singh-pakistan ,Pakistan
2007-2009
Core Competencies/Other Skills:

· Computer & IT: Windows: (7, Vista, XP) Microsoft Office : (Word, Excel, Power point)/Internet Navigation and Email.
· Accounting Software Tally ERP 9 Version.
· Languages: Urdu & English
· Strength: Self motivation & honesty, Decisive and forward thinking, with strong vision and strategic capability/ Ability to network and liaise with clients at every level/Capable of operating within highly competitive industries/Excellent communication skills both written and verbal/Motivational and credible with highly effective interpersonal skills/Ability to persist with tasks until objective is achieved/Agenda Typing, Meeting organization, Customer service, Mail management, Record keeping, Communication, Travel arrangements, Word processing.
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Nationality



Pakistani
Marital Status



Single
Languages Known


English
Visa Status



Visit Visa
Waqas
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