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Career Objective

To work for a reputed financial or non financial institution which fosters a competitive environment and where personal growth and career enhancement is encouraged. 

Area of Expertise
Managing Files, Records & Document

-
Planning Corporate Events & Meetings

Performing Accounting Functions


-
Managing Calendars & Travels

Handling HR & Administrative Functions

-
Training & Supervising Personal

Preparing Correspondences & Reports

-
Developing Polices & Procedures
Prepare Agenda & Meeting Minutes


-
House Keeping – CEO Office
Work Experience

OBS Pakistan (Pvt) Ltd

-
From 18th April 2012 till present
Working as “Assistant to the CEO” 

Responsibilities include the following:

· Serve as internal and external liaison for the CEO & MD Office to provide and ensure a smooth functional, efficient and appropriate flow of information.

· Co-ordinate and liaison with different departments, Directors, General Managers, General Administration, Human Resources Department etc.

· Undertakes a variety of special projects, involving internal and/or external research and liaison, on behalf of and within guidelines provided by the executive.

· Created filing system for the department & maintains and update all the soft and hard files.

· Performing multi-tasking and maintain high confidentiality as an Assistant to the CEO. 
· Receives and assesses incoming mail and, as appropriate, responds directly on routine matters, directs elsewhere or puts forward to the executive where necessary, first obtaining supporting information from relevant departments.

· Undertakes a variety of special projects, involving internal and/or external research and liaison, on behalf of and within guidelines provided by the executive.

· May take dictation or minute meetings and type up information where issues of a particularly confidential or sensitive nature are involved.

· Deals with incoming telephone call referring to the executive only where essential and act as a focal point and filter for visitors.

· Acts as the executive’s personal representative on internal and external matter of and administrative nature.

· Co-ordinate and liaison with different departments.

· Prepare correspondence, report, memo and letters.

· Ensure to get sign all the necessary Documents by the CEO timely.

· Distribute the incoming correspondence, mails, including faxes and email after taking necessary action from CEO, file and retrieve corporate documents, reports, reports and records.

· Assist for international and domestic travel; create, manage and edit itineraries.

· Interfacing with household staff, driver, coordination travel, keeping detailed records, as well as personal care appointments.

· Maintain and update all necessary records, files and database.
Additional Responsibilities:
Consulate General of the Kingdom of the Netherlands - Operations

· Manage all the invitations received at the consulate office.

· Liaison with Islamabad embassy/consulate.

· Deals with incoming calls for consulate office. 
Pakistan Sri Lanka Business Forum

· Working as Assistant to the President of PSLBF.

· Preparing meeting minutes.

· Updating website of Business Forum.

· Manage communication with various associations.

· Record Keeping and Filing.

Consular Corps Sind Karachi (World Federation of Consuls- FICAC) 

· Working as Assistant to the Treasurer & Secretary General of CCSK

· Preparing meeting minutes.

· Prepare MIS of Annual Payment of CCSK members.

· Record Keeping and Filing.

Additional Task Performed
· Conducted Internship Programme for the year 2013 & 2014.

· Conducted MT (Management Trainee) Programme for the year 2014. 

· Organized Corporate Events (Consulate functions, Iftar Dinner, Eid Milan Party and CSR Activities).

· Actively involved in Corporate Newsletters as a Coordinator.
· Handling Overseas Properties of CEO (Dubai, Canada & Singapore) which includes, Utilities Bills, Property & Municipal Tax and House Keeping for the apartments.

Pak Oman Asset Management Company Limited
-     Nov 2009 till 15th April 2012

Worked as “Administration Officer”
Responsibilities include the following
· Hotel reservation (all over Pakistan & Oman)

· Domestic and International traveling arrangements with different Airlines and Travel Agency.

· Rent a Car (all over Pakistan)

· Arrangement of Board of Directors Meetings, Official Lunch and Dinners.

· Perform Departmental Control Function Checklist

· Maintain Employee leave track record

· Record Keeping and Filing

· Handle payment orders, expense claims and allowances

· Health Medical Insurance

· Deal with PSO - Fleet & Corporate Cards 

· Focal point for all general administrative matters (ordering office supplies, ordering business cards, repair problems with printers and copier, internal moves, booking conference rooms etc)

· Arrangement of sitting and facilitate for staff & auditors

· Dealing with banks for account opening – new employees

· Office Memorandum 

· Maintain necessary documentation system for efficient and orderly storage and retrieval of documents/information.

· Maintain and update all necessary records, files and database

· Office Gardening

· Countrywide Courier Management

· Backup Secretary to MD &CEO

Faysal Bank Limited
-
January 2009 till August 2009

Worked as “Operations & Control Officer”

Responsibilities include the following:
· To manage and review all the transactions taken by Call Center agents

· Verification of reports against system

· Perform Departmental Control Function Checklist

· Maintain Employee leave track record

· Profile reviews – for all Call Center IDs

· Record Keeping and Filing

· Stock and inventory control  

· Ensure Process is followed and controls are implemented for any unforeseen event

· Daily Service Performance Report Agent MIS

· Prepare monthly Schedule/Roaster

· Prepare APM (Agent Performance Matrix) monthly performance MIS Report 
· To co-ordinate with various departments like GSD/Human Resource/Admin for all expenses/approval purpose.

· Backup in absence of Operation Manager

Additional Task Performed:

· Compiled Siebel Issues after launching Phase I

· Prepared a proposed document of Siebel Requirement after launching in Phase I

· Assisted in Designing Order Taking request E-Forms - Siebel

· Assisted in preparing Siebel Business requirement documents for phase II in order to achieve one window CRM solution.

· Conducted UAT  of Siebel - Order Taking Request E-Forms

· Conducted UAT of Phoenix (Smart Term) of Audit Trail Report.

· Prepared ORAP (Other Risk Assessment Procedure)

· Prepared SLA (Service Level Agreement between Call Center & Country Operation)

Samba Bank limited       (formerly Crescent Commercial Bank Limited)

November 2006 - December 2008

Worked as “Admin & Control Officer”

Sambaphone Banking

· Responsibilities include the following:

· To manage and review all the transactions taken by Call Center agents

· Verification of reports against system

· Check order-taking request against recording

· Perform Departmental Control Function Checklist

· Ensure recording machine is perfectly operational

· Daily, monthly, Yearly reports

· Maintain Employee leave track record

· Ensure all systems related operating in the call center is up and running

· Ensure IVR is up and running 

· Coordinating with different departments related to queries

· Profile reviews – for all Call Center IDs

· Record Keeping and Filing

· Stock and inventory control  

· Ensure Process is followed and controls are implemented for any unforeseen event

· Daily Service Performance Report Agent MIS

· Prepare monthly Schedule/Roaster

· Prepare APM (Agent Performance Matrix) monthly performance MIS Report 
· Develop policy/procedure to increase productivity and increase control.

· To ensure all administrative assignment assigned related to Phone Banking department are carried out efficiently. 

· To co-ordinate with various departments like Finance/Human Resource/Admin for all expenses/approval purpose. 

· To ensure systems ID’s are timely created and deleted as and when required. 

· To ensure timely Mistakes, Phone Banking Transaction MIS is circulated as and when required  

· To prepare and record all the relevant documents/supports as per internal audit requirement 

· Each call for financial transaction needs to be heard before processing  

Training in Saudia Arabia, Samba

· Involved in Migration and Deployment of Samba systems in Pakistan

· Conducted UAT of Call Center Systems and IVR in Saudia Arabia Samba

· Conducted UAT of E-Banking

· Conducted UAT of Mobile Banking

· Conducted UAT of Complaint Management Systems

· Developed the complete process of Deployment and Enhancement of Systems

· Conducted Training sessions for end users and gave briefing to Management with respect to Phone Banking Deployment of Systems

Shell Pakistan

-
May 2004 - July 2005
Worked as “Card Production & Admin Officer”

Union Bank Limited
-
2003 Feb - April 2004
Worked as “Card Production Officer”

Academic Qualification

· Bachelor of Commerce from Dadabhoy Institute of Higher Education
· Intermediate from St. Patrick’s Govt College 
· Matriculation from St. Patrick’s High School
Computer Skills

· Windows 97/98 2000/7 & XP
· Ms- Office 2000-3
· Internet
Personal Information
Marital Status:



Single

Nationality



Pakistani

Reference
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