
tayyab habib
BS iT graduate

contact details
email: saithtayyab97@gmail.com

cell: +971 54 557 8062

personal details
Satwa, dubai

nationality: pakistan

state: punjab

city: kamoke - 50661

visa status: visit visa

visa expiry date: jan 26, 2024

date of birth: 21/11/1999

passport: BN7130591

religion: islam

marital status: single

languages: English, Urdu, 
hindi, punjabi

career objective

Seeking a position where I can leverage my skills and organizational 

expertise to make a substantial contribution to the efficiency and accuracy 

of financial operations.

education

Bachelors

i.c.s

matric

information technology

Computer science

science

2018 - 2022

2016 - 2018

2014 - 2016

work experience

office assistant | dankash lahore | aug 2022 - sep 2023

� Managed calls, schedules, and meetings�

� Organized digital and physical filing systems for easy retrieval�

� Provided support in correspondence, report preparation, and project 

coordination.

accountant | Super Asia Gujranwala | mar 2021 - jul 2022

� Manage transactions, reconcile bank statements efficiently using 

QuickBooks.�

� Streamline payroll, tax preparation, and expense tracking with 

QuickBooks.�

� Generate insightful financial reports, support audits through accurate 

data entry in QuickBooks.

data entry operator | united college | intern kamoke | sep 2020 - feb 2021

� Entered/verified data with high accuracy�

� Maintained/updated records, ensuring data integrity�

� Collaborated to streamline processes, enhancing efficiency.

skills

� Office Administratio�

� Data Entry and Accurac�

� Financial Analysis and Reportin�

� MS Office Suite (Word, Excel, PowerPoint�

� Accounting Software(Quick Books)

relevant course track

� Database Management System�

� Office Applications and Tools�

� Business Communication

reference

Will be provided on request.


