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 House no. 79,   Block no.8,   Dera Ghazi Khan,   32200, Pakistan.
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	Sex Male           | Date of birth 26/02/1983             | Nationality Pakistani


	JOB APPLIED FOR

POSITION

personal statement
	Manager- Accounts. 
To provide comprehensive support services to the immediate officer. This will ensure a professional, responsive and effective experience with the Organization / Institute as a whole. Provides sophisticated calendar management. Prioritizes inquiries and requests while conflicts with little guidance. Develop my career while acquiring the core educational background. I want to get better future in the field of Education, as Principal, Administrator.  I will keep me aware the latest knowledge and development myself for the good work. Moreover, I have a good knowledge of computer skills, because of Computer educational Background.


	WORK EXPERIENCE
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	Replace with dates (from - to)
	Campus Manager & Accounts.

	
	STAR Institute Lahore, DG Khan Campus.

	
	· Manage all activities of Institute, like in door operation and outdoor working as well.
Business or sector:   Education Sector.



	
	Admin & Accounts officer

	
	South Punjab Institute of Science & College, DG Khan.

	
	· Work whole accounts and administrative activities.

Business or sector:   Education Sector.



	
	Admin & Accounts Manager

	
	Shahzad Ambulance service. DG Khan.

	
	· Manage All activities of Institute, like in door operation and outdoor working as well.

· Health Sector



	
	Accounts Officer

	
	PATAN Development Org. DG Khan.

	
	· Manage whole accounts account activities.

	
	Business or sector:   Election Project with FAFEN

Cash Collection Officer

	
	Supreme Foods and Fuels

	
	· To deal with all cash transactions in the whole base KAF(Kandhar Air Field), Visit different companies, planes and market. Collect Cash and make statement, and then deposit cash to the finance department. 

	
	Accounts Officer

	
	KIPS, DG Khan.

	
	· Manage whole accounts account activities

Business or sector:   Education Sector.

.


	EDUCATION AND TRAINING
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	Replace with dates (from - to)
	MBA-Finance       2006-2010
	

	
	· Finance

· Accounts

· HR

· Marketing

· Business Communication

	
	BCS                      2002-2005

	
	· Computer Science

· Physics

· Maths

· General

	
	D.Com                  1999-2001

	
	· Accounts

· English Short hand

· Typing

· Commerce

	
	Matriculation        1997-1999

	
	· Science

	Mother tongue(s) and other languages
	Serike
English, Urdu, 




	Communication skills
	·  Good communication skills gained through my experience as Admin & Accounts officer, I also enhance skills with work national and international organizations. While work as cash collection officer I use to go field where I participate to meet the multinational populated area.


	Organisational / managerial skills
	· As a Campus Manager: In my leadership (responsible for a team of more than15 people).


	Job-related skills
	· I have good command of quality control processes (currently responsible for  make policies for education betterment , and governance.)

	
	B.C.S (Bachelor of Computer Science)

	
	· good command of office suite (word processor, spread sheet, presentation software)




	Other skills
	· Teaching & Training
· Interpersonal Skills

· Driving

· Typing/ Composing

· Translation

· Writer


	Driving licence
	· LTV:

Car, Jeep, Motor Bike





