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Career Objective

-To work as an ophthalmic assistant in accounts, with professionals to provide my best and helps in profitable growth of organization.


Technical skills

-Ms Word
-Ms PowerPoint.
-Ms Excel
-Adobe Photoshop


Key Responsibilities


-Skilled to prepare P&L Accounts and Balance sheet reconciliations.
-Maintains various operating transaction i.e. Revenue and expenditure Auditing, Financial forecasting.
-Helps in preparing sales / purchase ledger duties, cash books and payroll.
-Preparation of accounts payables and receivables.
-Preparation of sale invoices and journal vouchers and depreciation voucher.


Achievements

-Won Debate competition in Raees-ul-Ahrar College of Commerce 


Professional Qualification

-Passed Stage 3 of CMA .Stage 4 is continue
-Completed B.Com from Punjab University, Pakistan


Academic Qualification

-Successfully completed Higher Secondary Examination, Federal Board.
-Successfully completed Secondary Examination, Federal Board.

INDUSTRY EXPERIENCE:

a. School Systems 

i. Working as a Accountant from April 2010 to May 2013
ii. Done Marketing for the School during the new Sessions
iii. Worked in the front office 
b. Toddlers Shine High School


i. Working as a Accountant May 2013 to August 2014
ii. Running Academy at evening and teaches 8-10 standard and I.com ,B.com level
iii. Work as part time accountant in Noor Mehal Marriage Hall and restaurant one year which is the property of the Owner of Toddlers Shine High School.
Knowledge Of:

Communication skills 


Cold calling


 Lead generation 
       

  Listening skills


Competitor analysis 

Administration 
        

 Customer relationships 

Commercial awareness

Direct marketing 


 Time management


 Sales techniques Call handling
Skill Highlight:
· Goal Oriented

· Excellent communications skills        

· Ability to be assertive and persuasive without being too aggressive.

· Can work to challenging targets and deadlines and deliver when under pressure.

· Self-motivated and competitive..

· Flexible attitude to working evening and weekends when required.
Personal Details

Date of Birth-6th May, 1987
Religion-Christianity

Nationality- Pakistani

Marital Status- Single

Language Known-English, Urdu, Punjabi
