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ABOUT ME

Yashfa Naseem Gul Sher

@ Work: E04 China Cluster International City Dubai, UAE, Dubai, United Arab Emirates
¥ Email: yashfanaseem.ae@qgmail.com

&= Phone: (+971) 0507245628 (%) WhatsApp Messenger: (+971) 0507245628
Emirates ID: 784/2002/8488022/4 Expiry Date: 10-04-2027 Work permit: Emirati (United
Arab Emirates), Pakistani Gender: Female Date of birth: 11-03-2002 Nationality:

Pakistani

A versatile and detail-oriented professional with proven experience in data entry, seeking
a dynamic role where | can apply my analytical skills, administrative expertise, and
customer service abilities. With a strong background in managing financial records,
handling administrative tasks, and ensuring data accuracy, | am dedicated to delivering
efficient and organized support while maintaining a high level of confidentiality and
professionalism. | aim to contribute to the organization's success by streamlining
operations, improving data management processes, and providing excellent client-facing
services.

WORK EXPERIENCE

[02/04/2025 — On going]

[14/12/2024 — 01/04/2025]

[01/10/2022—- 02/11/2024]

Data Entry Operator
Lu Zhong International LLC
City: Dubai | Country: United Arab Emirates

Responsibilities:

* Preparing and maintaining financial statements and reports.
* Managing accounts payable and receivable.
* Monitoring and analyzing budget performance.

» Reconciling financial discrepancies by collecting and analyzing account information.
* Verify and cross-check data to ensure completeness and accuracy.
» Organize and maintain digital and paper filing systems for easy access and retrieval.

Waitress/cashier
Caterix Restaurant

City: Dubai | Country: United Arab Emirates
Responsibilities:

» Handle cash, credit card, and digital transactions accurately and securely.
 Operate the cash register, POS system, and issue receipts or change to customers.
* Balance the cash drawer at the beginning and end of each shift.

» Greet customers and present menus in a friendly and welcoming manner.

» Take food and beverage orders accurately and relay them to the kitchen staff.

« Serve food and drinks promptly and ensure customer satisfaction.

Waitress Cums cashier
Khan Burger and Restaurant

Country: Pakistan


mailto:Iramr449@gmail.com

EDUCATION AND TRAIN-

ING
[2018 — 2020]
[2016 — 2018]

LANGUAGE SKILLS

Responsibilities:

» Greet customers and present menus in a friendly and welcoming manner.
» Take food and beverage orders accurately and relay them to the kitchen staff.
* Prepare tables by setting up linens, silverware, and condiments.

I.Com

Punjab University Lahore

City: Lahore| Country: Pakistan Final grade: 1st Division
Matriculation with Science

Sadiq Khan High School, Lahore

City: Lahore | Country: Pakistan | Field(s) of study: Biology | Final grade: 1st
Division

Mother tongue(s): Urdu , Punjabi

Other language(s):

English

LISTENING C1 READING C2 WRITING C2

SPOKEN PRODUCTION B2 SPOKEN INTERACTION B2
Arabic Basic

LISTENING A1 READING A1 WRITING Al

SPOKEN PRODUCTION A2 SPOKEN INTERACTION Al
Malayalam

LISTENING A1 READING A1 WRITING Al

SPOKEN PRODUCTION A1 SPOKEN INTERACTION Al

Levels: A1 and A2: Basic user; B1 and B2: Independent user; C1 and C2: Proficient user






