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SHAHZEB


BMW Road Sharjah

U.A.E

Cell No: +971552251814
OBJECTIVES:
 To obtain a competitive position in a leading organization, where I can apply my extreme professional experience with full dedication and utilize my knowledge for the organization and to grow along with it.

PERSONAL INFORMATION:

Age


:
25
Birth date

:
December25, 1987
Birthplace

:
Akora khattak (kpk)
Civil Status

:
Single

Nationality

:
Pakistani
Religion

:
Islam
Gender


:
Male
Height


:
5’8
Weight


:
66 kg.
Father’s Name

:
Aurangzeb

:


Address

:
Al khayal Bulding BMW Road Sharjah (Room No 614)
EDUCATIONAL ATTAINMENT:

PRIMARY
          :         The student Model High School

                                   
Akora Khattak 

SECONDARY         :          Khyber Model College

 Nowshera City, Pakistan
University          :         Hazara University Mansehra



Pakistan

QUALIFICATION:      Bachelors of Business Administration 

                   




BBA (Hons)

Major Subjects
Islamic studies, Training and development , Principles of Management and Marketing, Business Communication, Computer concepts and application to Business, Fundamentals of accounting, Financial and cost accounting, Business Research Method, change management, HRM, TQM etc

TRAINING’S ATTENDED
BASIC COMPUTER APPLICATION

MS.Office, internet Applications,

Quick Business Manager
APRIL 16, 2009- JUNE 30, 2009

Personal Skills      
· Attitude

· Good communication skills

· Ability to work hard with minimum guidance

· Good Team leader

· Hard Worker Positive

· Self Motivated 

· Helpful to colleagues and Staff
LANGUAGES 

English
 Fluent
Arabic
  intermediate  

Urdu
Fluent
Russian
Basic
Pashto
Fluent

EMPLOYMENT RECORD
British American Tobacco company

HR ASSISTANT
Akora khattak Khyber pukhtoon khawa
July. 2011- June 2012
Pakistan
Pakistan Telecommunication

Limited Pakistan 

                               Internee Hr Department
G8, Islamabad Headquarter 


Feb, 2011 - April, 2011
Tenure of Services:                                                            
1. Compile and analyze the Human Resource policies and rules.
2.  Establish, maintain, and coordinate the Medical, Transportation, Examination and Staffing.
3. Analyze and review of HR planes, Policies and expenditures for local, state, federal, and private Settings.
4. Implementation of HR rules to hire new potential Highly Qualified.
5. Assist in maintaining personnel records in a confidential and efficient manner.

6. Solve human resources issues like health risks, life insurance, savings plan, safe practices and other issues.

7. Assist in processing retirement, workers' compensation and disability claims.

8. Completes monthly and year-end reports regarding terminations, transfers, and new hires.
      Clifford Trading Company (LLC)          Assistant Accountant
      Deira Dubai P.o.Box 251483
                        Aug 2012 to Till Date
    Tenure of Services                                                                                                                                                             

1. Prepare profit and loss statements and monthly closing and cost accounting reports.

2. Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.

3. Establish, maintain, and coordinate the implementation of accounting and accounting control procedures.

4. Monitor and review accounting and related system reports for accuracy and completeness.

5. Prepare and review budget, revenue, expense, payroll entries, invoices, and other accounting documents.

6. Analyze revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control.

7.  Other duties as assigned.

CHARACTER REFERENCES

MR.Kamil Shahzad


HR Manager



Pakistan Tobacco Company 


Akora Khattak
MR.Imdad Hussain 


HR Specialist 





Pakistan Telecommunication limited

                           
Pakistan
 I hereby certify that the above mentioned information is true and correct to the best of my knowledge and beliefs.

