	



Abdul Qayyum Khan

Address:  Basti Fakhar Abad, Pahar Pur, District Dera Ismail Khan, Kpk Pakistan
Cell: 03144229941
          03467862869
E-mail: abdulqayyumkhan16@gmail.com
              abdulqayyum@bahriatown.com.pk

OBJECTIVE

To prove myself much confident in a dynamic and challenging work environment. In which I can show my skills and abilities at optimum.


PERSONAL PROFILE

· Date of Birth					            19th August  1990
· Father Name						Abdur Rahim Khan (Late)		
· Marital Status						Married
· NIC #							12103-8630061-1
· Nationality						Pakistani
· Religion						Islam	

ACADEMIC QUALIFICATION

· Matriculation                     Board of Intermediate Secondary Education D. I. Khan.
· FA			       Board of Intermediate Secondary Education D. I. Khan.
· BA			       Gomal University D. I. Khan.
· MA(Contd.) 
 Patwar Course;   2 years Irrigation Patwar Deploma from Dera Ismail Khan Irrigation Department 2007

COMPUTER LITERACY

· 1 Year Computer Course
· MS Word, MS Excel, MS PowerPoint, MS Access etc
· Lotus Software(CRM)
· Oracle Accounting Software
· Net Browsing	

WORK EXPERIENCE

Bahria Town Pvt Ltd (2008 to Present) 
“Assistant Admin Supervisor cum Office Assistant”
Responsibilities as Assistant Admin Supervisor:
· To Maintain Office Staff Enrolment, Monthly Attendance Report and Leave Record. 
· Responsible for Office Administrative Tasks Procurement & Purchasing Office supplies etc.
· Responsible for bills reconciliation for work done or items purchased before handing over to Accounts department. 

Responsibilities as Office Assistant
· To Maintain Official Data of all staff & Supplies items on Computer for Record.
· Responsible for Record keeping of all accounts & operation department.
· All Bank Transaction responsibilities depositing of Customers receipts PO and Cheques and withdrawal of cash for Staff Payroll and other Cheques for day to day expenses.
· Responsible to disburse staff salaries.

Responsibilities as Operation Department as CRO
· Maintain all receipts data in computer and reconcile with Accounts Department
· All Payment Data Entry in Lotus Software programming CRM.
· Responsible to enter customers installment Slips & keep record in files.
· Responsible for Creation of Commercial Units Schedule in CRM
· Customer dealings duties to get resolve their queries.
· Responsible to receive applications from customers for their plots/houses Allotment and Possession Certificates and prepare Allotment Latter, Possession Certificate and get approved from the Authorities.
LANGUAGES

·   Urdu, English, Pashto. Saraiki, Punjabi 

	
HOBBIES / SOCIAL / OTHER ACTIVITIES 

· Cricket, listening Music, traveling, exercise.


REFERENCES

         Shall be furnished on demand.
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