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Career Objective


As a bright ambitious person, I enjoy working in a fast paced, highly motivating position where I can assist others while challenging and expanding my knowledge and understanding the task at hand. I am seeking a position that will utilize my skills and offer the chance for advancement as well as allow me the opportunity to gain additional skills and experience.
Work experience

· Business Consultancy 

“Consultancy” is a professional firm with regional focus and having global representation, Business 4 Business consultancy, spectrum of services cover all aspects of doing business in the UAE and the GCC countries. While based in the UAE we offer comprehensive services for doing business in the Middle East including all the free trade zones, including offshore company formation and LLC.

· Admin Assistant/Consultant  (Dec, 2013 to Aug 2014)
· Maintaining co-ordination and link between the department/person and the rest of the office.

· Arranging meetings and other gatherings.
· Creating and maintaining office documents such as, invoices, reports, data sheets and to follow up with DMCC regarding the documents of new company formation/License renewal or any other amendments.

· Creating the documents for Visa processing.

· Overall office keeping which includes maintain the inflow and outflow of goods (food, paper, pens, pencils, notepads etc.), arrange for repair and maintenance of office equipment, receive, store and maintain inventory of office supplies and equipment, and send, receive and sort mail/email and other packages.
· Managing accounts payable, accounts receivable, payroll and book keeping.
· Liaise with bankers and insurers regarding financial transactions.
· Maintaining confidentiality in all aspects on the firm’s dealing and working.
Achievements:

· Employee of the month Award in Mar, 2014 for delivering satisfactory services and being very professional and committed to work and duty.

Academic Qualification

Type of Qualification


02 Years Degree
Qualification


M.Sc. (Economics & Finance)
Institute


Islamia University of Bahawalpur Pakistan
Type of Qualification


02 Years Degree
Qualification 


B.A (Bachelor of Arts in Economics)
 Institute

 

 Islamia University of Bahawalpur, Pakistan
Key Skills
· Excellent communication, Interpersonal, Conceptual and writing skills.
· Proficient with computer literate such as Microsoft Excel, Microsoft Word, Power point and Internet.
· Knowledge of Tally software.
· Good leadership and organization skills.

· Flexible in timings and duty.
· Professionally committed and responsible.

 Personal Details 
Date of Birth 

:  
06th September 1986 

Nationality

:       
Pakistani



Marital Status

:  
Single


 Language Skills
English, Urdu, Punjabi, Hindi

 References 
Will be furnished on request. 

