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Personal Summary
A highly competent and have considerable experience of providing effective administrative support to various departments. With present employer I am responsible for all the typing, data entry, filing, mailing, e-filing, copying, diary management and general administration. 

Currently looking for a suitable position with reputable company.
WORKING EXPERIENCE: (Tax Law Associates) February, 2009 to November, 2014.
Admin Assistant:-
Responsible for providing an effective, administrative, and clerical service to colleagues, clients’ and correspondence to facilitate the efficient operation of tax departments.  Responsibilities may include fielding telephone calls, receiving and directing visitors, e-filing, word processing as well extensive software skills as internet research. Responsible for day-to-day task. 
Field Based Task
Providing secretarial and clerical support.
Faxing, printing, photocopying, e-filing and scanning.

Answering e-mail, drafting, phone, fax and postal queries.

Maintain tax folders and files and assist in responding to notices from various tax authorities.

Receiving client accounts/receipts and calculates the income tax position and determine payments on account for the following year.

Prepare, organize and handle all tax documents, reports and statements.
Answer to client questions about tax issues.

Establish and maintain good relation with clients.

KEY SKILLS AND COMPETENCIES
Strong organizational and excellent time management skills. 
Computer literacy and good typing skills.

A good level of English spelling and grammar.

Accuracy and attention to detail.
Ability to maintain confidentiality. 
Maintaining an electronic and hard copy filing system. 

Excellent working knowledge of Ms. Office. 

Ability to produce consistently accurate work even whilst under. 
PERSONAL ABILITIES 
 
Able to work under pressure.

Telephone manner.

Computer skills. 


. 


 
Able to work as part of a team.

 

Good written and verbal communication skills. 

 




Personal Detail 
D.O.B




05/03/1987.

Martial Status



Single



Nationality 



Pakistan.

Visa Status



Visit Visa


 
Academic Qualification 
Graduation  

(Political Science, Law)


Hazara University, Mansehra. 

2007 – 2010



 




Intermediate

(Physics, Maths, Computer Science)


Iqra Academy, Abbottabad.


2005 – 2007


Certificates
Attended four day training in essential life skills for addescent’s Health Development.

Attended seven days training on child to child communication approach in child protection interventions.
240 Credit Hours OSHA Certificate.

06 months diploma in computer software Ms office.
18 months experience certificate as Physco Social Facilitator in Save The Children, Sweden.

Languages 
English  

Grade: 


A (read) 

A (write) 

B (speak)
Urdu

Grade:


A (read),

A (write),

A (speak).

Reference :
Available on request

