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KHALID IQBAL
Mailing Address: Sharjah, UAE. 
Mobile No: +971-507464390
E-mail Address:  Khalid.feb11@live.com
Visa Status:   Visit 

	Objective


A challenging career with significant growth in a value oriented and learning organization for optimum utilization of my potential and skills.
	Academic Qualification


2012
 
MBA (Human resource)             

               

                        Preston University, Pakistan 

   

2008

B.A (Bachelor of Arts) 

      


  


 Punjab University, Pakistan

	Experience


1. Worked in Naveed Khan Foundation as Finance Officer

Duration 1-11-2012 to 31-12-2014

Duties & Responsibilities 

· Make payments in accordance with finance procedures

· Collect and examine supporting documents

· Ensure that documents and signatures are valid

· Prepare payment vouchers, and receipt vouchers

· Maintain float, loan and salary advance registers

· Prepare monthly payroll

· Prepare Cheque/payment orders and ensure that they are properly delivered

· Record all transactions, on manual/computer systems as appropriate

2. Worked in Naveed Khan Foundation as Admin Officer
Duration 01-04-2010 to 31-10-2012


Duties & Responsibilities
· Prepares reports, presentations, memorandums,
· Schedules appointments and meetings for executives and upper level staff

· Manages staff schedules
· Ordering and maintaining stationery and equipment
· Sorting and distributing incoming post and organizing and sending outgoing post
· Assists office staff in maintaining files and databases

· Attending meetings, taking minutes and keeping notes;
3. Work in CMPak (Zong) as customer services officer
Duration 27-12-2008 to 26-03-2010

Duties & Responsibilities

· Worked on basic inbound Helpline for 4 months

· Worked on Ownership Updating Project for 2 months

· Worked on Number Porting Project  for 2 months

· Worked on SIM Replacement Project for 3 months

· Worked as an acting TEAM LEADER for 3 months
	Skills


· The ability to work as a part of a team and motivate others to work up to their maximum potential..

· Energetic, enthusiastic, optimistic person who's self confident and self aware.

· Open-minded person and willing to listen to other  ideas and points of view.

· Good communication skills such as listening, talking, informing, persuading & negotiating

· Dedicated individual; achieving the reputation for consistently going beyond what is required.

· Proven ability to work under high-pressure situations and handling tough Client commitments and deadlines

	Computer Skill


· Operation system: 
  Windows 98-2003,Windows XP, Vista,7
· Office Automation:  MS Office (word, Excel, PowerPoint).

· Miscellaneous:         Installation of All Type of Software, Computer Assembling, 

  Troubleshooting of Windows.

	Interests and Activities


Reading Books, Cricket, Discussion with friends, Traveling and surfing the Internet

	Personal Information:


·  Father Name

            
Shabir Ahmad


·  Date of Birth                          
11-02-1986
·  Marital status              

Single

·  Nationality                  

Pakistani

·  Passport No.


FA1331282
	References


Will be furnished upon request



Curriculum Vitae


