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Al-Faisal Town,
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Zarrar Shaheed Road, Lahore Cantt.
: + 92 335-1461027, E-Mail: innocentangels33@hotmail.com


To seek a position that is related to my knowledge, background and ability, that would contribute into my professional development and the entire organization.

· Father’s Name


             Muhammad Anwar
· Date of Birth



21st September, 1991.
· C.N.I.C:



35201-5784640-5

· Gender                                          
Male
· Marital Status                                
Single

· Religion                                        
Islam

· Nationality 



Pakistani

	Degree
	Institute/University
	Year

	B.Com
	University of the Punjab.
	2012

	F.Sc
	Board of Intermediate & Secondary Education, Lahore.
	2010

	Matriculation
	Board of Intermediate & Secondary Education, Lahore.
	2008



· IELTS from AEO.

· Basic Computer Foundation.

· MS Office, Word Excel power point etc.
· Internet Surfing, E-Mail.


Two Years worked experience as an assistant Accounts Manager in Honda City Sales (Pvt.) Ltd.
· JOB DESCRIPTION
· Preparing bills of cash & credit customers in Body & Paint Department.

· Checking record of Job Cards issued for the issuance of material from different departments. (Body & Paint, Mechanical, Parts)
· Maintaining record of Mechanical Department of Cash & Credit Customers.

· Working for monthly sales tax return.
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· Four years working experience as an Accountant in Advance Bioscience International (Equipment Suppliers & Services Provider )

JOB DESCRIPTION                Maki
· Order making of Primers for sequencing of DNA samples of different nano-mole scales and other medical related Kits, Enzymes and Catalysts from Korea, USA, UK, Canada, Malaysia and Singapore.
· Making Quotations for giving Products Rates against any inquiry or call letter.

· Making Invoices and Sales Tax Invoices in manually in Ms Excel.

· Order taking from Universities and Research centers and dispatching for Sequencing of DNA Samples from Singapore and Malaysia.

· Maintaining Basic Accounts work and responsible to report daily to Senior Authorised Person. 

· Checking the Bank Statement and reconcile with accounts weekly.

· Working for monthly sales tax return.

· Maintaining record of Cash and Credit Customers via Bismay Accounting Software.
· As a admin person responsible for internal affairs of firm.
· Working for yearly income tax return.


·  Working as a Human Resource Officer at Albayrak-92 Turkish multinational group of companies dealing (Transportation, Construction In Pakistan) 
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JOB DESCRIPTION
· Daily update the Manpower status.
· Maintain the daily attendance record of Employees.

· Direct Co-ordination with admin staff and operations related to employees affairs.

· Direct Co-ordination with contractors regarding the employees hiring on contractual based.

· Daily update Master Data of  employees related to Hiring, Firing, Bonuses, Incentives and Increments etc.

· Worked as a Supervisor and Invigilator for conducting Exams of Pakistan Testing Services(PTS) and Baluchistan Testing Services(BTS)
· Also have experience as a Supervisor with team management for conducting exams of                    maximum Four thousand candidates for BTS in one session.
[image: image4.jpg]


[image: image5.png]Pakistan Testing Service






Reference will be furnished when required.
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