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CURRICULUM VITAE
Your Name
H # 679 ST # 25 AIRPORT EMPLOYESS COOPERATIVE HOUSING SOCIETY (A.E.C.H.S) RAWALPINDI

Mob # 0322-0000000
Email: - yourmail@jobz.pk
Objective: - To serve for a reputed organization where I can polish my skills.
Personal Information

Father’s Name

-------------------------
N.I.C #


37402-9388803-9

Place of Birth

Karachi
Date of Birth

09-15-1979
Nationality


Pakistani
Marital Status

Single
Domicile


Punjab
ACADEMIC INFORMATION
	S.NO
	LEVEL
	INSTITUTION

	1-
	MARTIC (Science)
	BAHRIA COLLEGE KARACHI

	2-
3-
	INTERMEDIATE (Pre-Engg)
BACHERLORS


	BAHRIA COLLEGE ISLAMABAD

UNIVERSITY OF KARACHI



COMPUTER SKILLS

	MICROSOFT OFFICE 2003
	

	
	MS WORD

	
	MS EXCEL

	
	MS POWER POINT

	COREL DRAW
	ver 10.0

	INPAGE
	2000

	FLASH
	ver 4.0

	ADOBE PHOTOSHOP
	

	HANDS ON INTERNET
	

	HANDLING ACCOUNTING SOFTWARES
	Based on Fox-Pro &Oracle (for invoicing and maintaining 

Ledgers of the customers and keeping stock inventories).


PROFESSIONAL EXPERIENCE:

	1-
	PAKISTAN REVENUE AUTOMATION PVT LTD (PRAL) ISLAMABAD

	
	Working as a Data Entry Operator.

	
	Data entry of income tax returns of assesses.

	
	Working as a Quality Controller.

	
	Proof reading of the data entry and correction of the data in software.
Worked for 01 year.

	
	

	
	

	2-
	AL-WAHAB ASSOCIATES RAWALPINDI

(Distributor for Hardware Items and F.M.C.G Businesses)

	
	Working as a Computer Operator.

	
	Making sale invoices.

	
	Working on SND (Sales and distribution) Software by Sidaat Hyder Morshed.

	
	Maintaining customer’s accounting ledgers.

	
	As a cashier, keeping a record of cheques and maintaining bank records.

	
	Maintaining a record of profiles of the employees.

	
	Maintaining a record of sales, salesman and distribution targets by company.

	
	Making reports regarding the sales and purchase.

	
	Making salaries of the employees.

	
	Using software based on Fox-Pro for stock inwards and outwards.

	
	Organizing goods dispatches.

	
	Monthly stock taking of the stock.

	
	Making claims of the damage stock.

	
	Making primary purchase and secondary sales reports.

	
	Handling fax machine.

	
	Answerable directly to director.

	
	Maintaining market credit limit and making report of total credit.

	
	From January 2004 to December 2009 (05 yrs)

	
	


REFERENCES:






SAJID MEHMOOD MALIK






ADVOCATE









INCOME TAX, WEALTH TAX
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