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OBJECTIVE 

Desirous to secure a challenging position in the dynamic organization for the improvement of my abilities and for  the benefit of the organization.

EXPERIENCE & RESPONSIBILITIES
 Feb,2009-up to June , 2009
BABIL TOWER GENERAL MAINTENANCE AND CONTRACTING  L.L.C.

AJMAN, UNITED ARAB EMIRATES

                                     Secretary to the General Manager
· Taking minutes of the meetings

· Handling professionally the front desk

· Preparing  agenda for the meetings

·  Reporting directly to the GENENRAL MANAGER
· Attending Incoming and Outgoing Calls effectively

· Operating Office Equipment e.g. Facsimile, Copier, Scanner, Computer etc.

· In charge in keeping and updating  Material  Supply Record 

· Up dating Invoices and Delivery Notes of  Paint Companies like NATIONAL  PAINTS, DULUX AND JOTUN

· Handling Official Correspondence

· Making Memorandum

· Setting appointments with the Clients

· Making Quotations for  the interested companies

· Following up for the Payments

· Preparing  Calendar of  Upcoming Events
· Drafting and letter typing

· Circular /notice issuance to the employees

· Handling Petty Cash

· Keeping record of Cheque In and Cheque Out

· Preparing Labors Salary Cards

· Maintaining Staff Attendance Sheet 
PROJECTS  HANDLED AND COORDINATED
· New Air Port, Jebel Ali 

· Jumaira Lake Towers, Car Parking Area
· Amsa Project /Atlantis City

· Dubai Schools Project

· Techno Park, Dubai 
Sept., 2000-Oct.2008
ARMY  PUBLIC   DEGREE  COLLEGE  MULTAN  CANTT
· Head of School Wing
· Head of Girls Wing
· Lecturer in English
· Editor College Newsletter “Insight”

· Editor College Magazine “Caravan”

· In charge Proof Reading Committee

· In charge Students Executive Council

· Member Admission Committee

· Member Function Organizing Committee
SKILLS AND ACTIVITIES
· Ability to communicate effectively over the phone and in person

· Strong research skills developed through practical experience

· Having good Administrative abilities

· Having a flexible behavior as per needed by the situation 

· Feel pleasure and comfort in competitive and challenging environment

· Having leadership qualities, and a good team member
· Computer Skills: MS Windows, MS Word, Excel, E-mail and Internet

· Language Skills: English, Urdu, Punjabi
· Interests: Web Surfing, Reading Novels
PERSONAL INFORMATION

                        Date of Birth 


18-10-1977
                       Qualification
                                           Masters in English Language & Literature

                Religion



Islam

                       Nationality


              Pakistani
____________________________________________________________
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