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MUHAMMAD NISAR KHAN            



               
P.O.Box 7523









Riyadh   12654
Phone # +966 056 065 9012
E-mail: nisardmm@gmail.com

I am looking forward for any suitable position. As I am having a good experience in Marketing and execution of ISO Certification, also in Computer Software and in Administrative / Accountant. As an experience person I posses strong interpersonal communication and leadership skills. My work back ground is more then 6 years. I gradually develop my aptitude through books and trainings and have excellent communication skill. My computer skills include familiarity with Ms Word, Excel and the Internet. Would you consider my request for a personal interview so that you may evaluate my qualification, abilities and creativity for your-self?

I am confident that I will make a significant contribution to your company.


               1- Westrengeco (Schlumberger) 
                   As an Accountant and Co-ordinator
                                                                                           April 2007 to September 2007 
Responsibilities:

· Handling all kind of communication, correspondence e-mail 
· Invoice receiving from Suppliers with complete supporting documents

· Making reception of PO’s by Storeman

· Expense claim receiving from Schlumberger employees and submit to SFC

· Invoices booking in  Lawson, 3-way matching and releasing

· Correspondence and coordination with Suppliers  

· Keep the proper follow up of the Invoices according to nature of work 

· Maintain proper relation ship with the suppliers 

· Provide the information according to the requirement of customers.  

2-Blue Tech Arabia for ISO 9001:2008 Certification
    As a Consultant & Marketing Manager and Handling all kind of communication, regarding Management & Safety  with ISO standard.  
                                                                                   September 2007 up to now

01 years served in a Travel Agency named Shirkat-e-salim oep Bannu NWFP Pakistan                                                                                                                                                                                                                                                            
As a Reservation Officer.





                         
Jan,06 to December,06


Matriculation :


            Govt: High School Ghori Wala Bannu NWFP 

                                                                      (Pakistan) 2000

Diploma  in Commerce:
            Bannu NWFP (Pakistan) 2003
            Diploma in Marketing:
            

Islamabad Pakistan 2006


One Year Diploma in Computer:
IT (Information Technology) with hardware & 
                                                                                   Software) 

Word Processor :


Ms Word- All Versions

Spread Sheet:



Ms Excel- All Versions

Presentation Tool:


Ms Power Point -All Versions

Internet applications
                          Web Browsing & Email


Books Reading


Music


Net Surfing


Cricket


Date of Birth



23 March 1983
Religion



Islam

Marital Status



Married
Nationality



Pakistani

Passport #



Mx 4107373
Iqama No #



(Transferable)

Languages



English,  Arabic, Urdu, Pashto, Punjabi
Driving license



Have a valid License of KSA
   PROFILE
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   WORK HISTORY IN K.S.A





II





   WORK HISTORY IN PAKISTAN
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   EDUCATIONAL ATTAINMENT





IVI





  COMPUTER SKILLS
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  CO-CURRICULAR ACTIVITIES
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   PERSONAL INFORMATION
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