	KHIZAR 
 
Visa Status: Employment visa with NOC

	[image: image1.jpg]





 
OBJECTIVE :
To use my skills and potential to assist an organization in achieving its goals which seeking long term career with optimum growth. This objective would be supported by my qualification, in addition to the management experience and multi-lingual command. 
ACADEMICS :
Matriculation in 1995 with 1st division { 542 / 850} Faisalabad Board, Faisalabad
I.Com {Inter of Commerce} in 1997 with 2nd division { 467 / 1100 } Faisalabad Board, Faisalabad

 B. Com in 2002 with 1st division { 677 / 1300 } Punjab University , Lahore
 TECHNICAL EDUCATIONS :
Diploma in Computer Textile Designing with ‘A’ grade , British Computer College & Textile Institute
Diploma in English Language , ISL Academy , Islamabad
10 days English Language Workshop , Faisalabad 
 
COMPUTER SKILLS :
Short Courses on Window based applications like MS Word , MS Excel , MS Oracle , Windows 98 / 2000 / XP ,  Inpage , Internet , Having nice typing speed
 WORKING EXPERIENCE :
· HOTEL APARTMENTS Dubai-UAE
This is a brand new property built in Feb-2008 having 56 luxurious suits of high decor.

Period:  Feb 2009 – To Present

Job Title:   H.R. Executive & Accountant

· Sweety Textile (Pvt) Ltd., Faisalabad, Pakistan 
Deals in All kind of Textiles
Period:  Jan 2007 – Nov 2008
Job Title: H.R. Officer
· Sadaqat Textile (Pvt) Ltd., Faisalabad, Pakistan 
A Textiles firm

Period: Mar 2003 - Dec 2006

Job Title: H.R. Officer
M/S KamranTextile (Pvt) Ltd., Faisalabad, Pakistan
A Textiles firm

Period:  Dec 2001 - Feb 2003

Job Title:  Labor Officer

RESPONSIBILITIES : { Accounting }
· Entering of Vouchers in Purchases and Sales. (Computerized and Manually)

· Maintaining of cash and credit transactions. (Computerized and Manually)

· Journalizing and posting of Ledgers. (Computerized and Manually)

· Maintaining of Inventory and valuations of stock.

· Preparation of Bank Reconciliation Statements on weekly and monthly basis.

· Reconciliation ledger statement with parties

· Preparing closing entries monthly and annual.
· Maintaining daybook. 


· Maintaining receivable statement and follow-up Customers for the payment.

· Preparation of salary bill for the Employees. 

· Broad Sheets Trial Balances. 

RESPONSIBILITIES : { HRMS }
To prepare and maintain Personal Files

To look after the Labour office activities & maintain records as per SA 8000 standard requirement

To review daily attendance and surprise site visit for cross checking of attendance

To prepare payment full and final settlement of the employees as per company policy

Preparation of leave records

Feeding of service data

Miscellaneous assignments

 RESPONSIBILITIES : { Administration }
To supervise directly General Admin duties and other allied matters pertaining to Hostel, Transport, and Canteen/Mess &Gate office weighbridge. 

PERSONAL DETAILS :
Father’s Name : 
Muhammad 
Date of Birth : 

November 07 , 1978
Age : 


29 years
Marital Status : 

Married
Nationality     

Pakistani
Religion : 

Islam
Health : 

Good
 LANGUAGES KNOWN :
Punjabi / Urdu : 

Mother Tongue
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English : 

Good command on speaking , reading & writing
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