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Faisal 
	Objective


To work and seeking a challenging job in an organization where I can have an opportunity to apply my knowledge, learn more, advance in carrier and hence be able to add value, not only to my life but also to the lives of people I would work with and also meet the challenges.
	Professional Education


Diploma in Commerce (D.Com)
2000-2002
Group English Shorthand 
(Govt. Inter College of Commerce, Lahore)






	Other Courses


Microsoft Office
                                                           

2001

Majors in Microsoft Word, Excel, Power point
(Ali Ideal College of Computer Education, Lahore)

	Professional Experience


From:


October, 2009 to-date
Employer:

PUNJAB BOARD OF INVESTMENT & TRADE, 
(CHIEF MINISTER’s SECRETARIATE)
Position Held:
Administration Assistant
Job Description:
· Provide high-level administrative support to Admin Department. 

· Maintains daily attendance, leave records, time records of staff and ensures that office discipline is maintained

· Makes travel arrangements for other staff and executives

· Performing clerical functions such as preparing correspondence, receiving visitors, arranging conference and maintaining calendar.

· Prepare fortnightly reports on filing for record of the Administration.

· Perform typing and computing work.

· Maintain and update documents (Manually & Digitally)

· Arrange for the repair and maintenance of office equipment

· Assist the Management with administration support when required.
· Tracks office supply inventory and orders additional supplies as needed

· Reconciles expenses, invoices and bills

· Making power point presentations and developing reports as part of support to concerned departments.

· May also train and supervise lower-level clerical staff
· Maintain & keep all employees files up-to-date.

· Perform any other related work as assigned

From:


Mar. 2004 to Feb. 2007 & Sep. 2007 to Sep. 2009
Employer

GHAZI FABRICS INTERNATIONAL LTD.
Position Held

Steno Typist
Job Description
· Provide necessary secretarial support to Director and other company officers.
· Sort and distribute incoming correspondence, including faxes and emails within team.

· Organizing and maintain meetings, and ensuring the manager is well-prepared for meetings

· Prepare daily reports, presentations and other important documents.

· Carry out various Data Entry Operations
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.

· Compose, type, and distribute meeting notes, routine correspondence, and reports.

· Schedule and confirm appointments for clients, customers, or supervisors.

· Maintain Personal record of all officers & support staff
· And perform other duties assigned by the organization
From


May, 2003 to February, 2004 

Employer

Punjab Education Department & the World Education Survey
Position Held

Data Entry Operator
Job Description
· Form Filling
 Personal Strengths  

· Young, Energetic & Analytical
· Team player
· Capable to work independently, self-starter

· Good communication and interpersonal skills
Computer Skills       

· Proficient in the use of MS. Word, Excel, Power Point, In-Page,                           Adobe Photoshop, Internet & E-mail, Software Installation etc.

· English Short Hand

· English Typing Speed (60 WPM)

· Urdu Typing
Personal information      


	Date Of Birth
	January 30, 1985

	Marital Status
	Married 

	Email
	Faisal.129594@2freemail.com 


Reference      
· Will be furnished on request







