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Education

National University of Modern Languages, Rawalpindi
Master in Business Administration (Human Resource Management)
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Masters in English Literature 


 


   
 May 2009                                               

University of The Punjab
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 May 2005
Rawalpindi College for Girls
Intermediate in Arts 
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St. Paul’s Cambridge School
Matriculation in Science
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Professional Work Experience
1- District Data Solutions Pvt. Ltd Rawalpindi.
 03/2024-to date: Accounts Officer  
· I am involved in Accounts Receivable of US based International clients of District Data Solutions. 
· Main responsibilities include invoice creation, follow up of un-paid invoices, maintaining Excel Sheets for IT based businesses in the US.
· We use cloud based accounting software “Zoho Books” for invoice sending & creation, recording the paid invoices (by following the remittance emails). 
· Also involved in day to day other tasks related to Account Receivables i.e. maintaining the price list of parts, products and services for invoice creation

2- Work as FreeLancer on various projects

05/2019 to 02/2024

· Proof reading of Under-grad, Masters and PhD level thesis 

· Using Canva to make different cards, posters, banners as per requirement of the client
· Worked on blogging, search engine optimization, website creation and affiliate marketing 

· Preparation of different documents, assignments as per requirement

3- Rawalpindi College for Girls

08/2007 to 04/2008 as Junior Lecturer

· Taught English Literature to Bachelors level Students

· Taught English Compulsory to Intermediate level Students

· Taught Geography to Intermediate commerce students

Related MBA Subjects

· Financial Accounting
· Business Communication

· Human Resource Management

· Advanced Financial Management

· Marketing 

· Strategic Marketing

· Research Methods

· Supply Chain Management

· Leadership and Organizational Behavior

· Global HR and Diversity Management
· Contemporary issues in HR

· HR Analytics

· Corporate Law

· Organizational Development

· Financial Analytics

· Strategic Entrepreneurship 

Skills

· Management Skills:

· HR Management 

· Accounts management

· Freelancing skills 
· Team management

· SPSS software

· Zoho Accounting Software

· Technical Skills:

· Canva, 

· Website development in word press, 

· Microsoft Office

· Search Engine Optimization

· Soft skills

· Good Communication  Skills

· Good in working in teams

References
· Provided on request
