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________________________________________________________
Career Objective:

To develop my career in competitive setup, in a field requiring analytical and organizational skills that will contribute to my professional and personal growth in my career.

Career Profile:
7 plus Years of diversified experience in Customer Service, Administration, Teaching and Networking in different challenging and educational setup& environments 

PRECISE Trading LLC                                                                                                    Dubai UAE

Executive Assistant to MD/ Administrative Coordinator 
                                                                                                                  April 2013 – December 2014
                                                                                                                                    (Immediate Availability)

· Manage and co-ordinate diaries including arranging and booking of internal and external meetings. 

· Manage correspondence of/and assist the Managing Director in all matters.

· Serve as liaison with department managers to help ensure a manageable flow of work and communications.

· Maintain communication with selected outside parties on behalf of the Managing Director, including customers, suppliers, business contacts, etc. wherever and whenever required.

· Organizing smaller company events, i.e. venues and catering.

· Deal with all the enquiries/requisitions/approvals.

· Handling visitors – Clients, interviewees 

· Scheduling the interviews

· Coordinate with courier agencies for outgoing/incoming shipment, delivery and pick-up by ensuring accuracy and timeliness of communication, as well as the filing and tracking of the same as required.
· Coordination with HR and PRO to maintain the record and visa processing of employees
· Update customer database in coordination with CRM Manager and Executives.
· Ticket bookings, Conference rooms and Hotel Reservation 
· Social Media Marketing (LinkedIn, Print rest , Facebook)
TechnoKraft FZ- LLC                                                                                            Dubai UAE

Administrative Officer
                                                                                                                  June 2010 – April 2013
· Attend meetings in order to record minutes and compile, transcribe, and distribute minutes of meetings

· Coordination with sellers and customers, shipment handling (Import/Export).
· Maintaining all shipping records and reporting.
· Coordinate and direct office services, such as records and budget preparation, personnel, and housekeeping, in order to aid executives.

· Greet visitors and determine whether they should be given access to specific individuals

· Make travel arrangements for executives and manage and maintain executives' schedules.

· Distribute incoming correspondence, including faxes and email.

· Prepare invoices, reports, memos, letters and other documents, using word processing, spreadsheet, database, and/or presentation software.

· Prepare responses to correspondence containing routine inquiries.

· Computer Troubleshooting and Installation 

· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution.

· File and retrieve corporate documents, records, and reports.

AL-SHEBLI Contracting LLC Dubai UAE

Administrator                                                                                              Jan 2009 – June 2010
· Responsible for distributing incoming correspondence, including faxes and email.

· Monthly report about staff attendance vacations & leaves.
· Expedite the return of documents and approvals or comments within the required time period from internal and external parties to whom they have been issued or distributed.
· Register, log, distribute, track, issue, maintain and control office and site project documents and drawings.

· Computer Troubleshooting and Installation 
· Managed special projects / activities as per the instructions of the Director in order to ensure the delivery of the requirements as per the defined deliverables / targets.

· Efficiently responded to customer inquiries

Urdu Federal University  Islamabad, Pakistan 


Lecturer (visiting Faculty)                                                                                                          
                                                                                                                        Aug 2008 - Jan 2009
· Delivered Lecture to MBA-IT Students, IT subjects (c language, fundamental networking, and operating systems.

· Efficiently developed the entire study materials.
· Developed various methods for evaluating student progression in an individual manner.
Govt. College (w) Shah Rukn-e-Alam Multan, Pakistan

Teacher cum Admin Support                                                                              
                                                                                                                  Sep 2002 to July 2008
· Taught efficiently the classes of ICS, ACS, PGD and computer Short Courses.

· Performed administrative duties.

· Maintaining the Network Problems.

· Prepared IT assignments. Reviewed and corrected all homework with a stress on providing feedback to each student.

· Provided a weekly written report to the college board on the progress of the class

· Organized various functions and events.

Education:
The University of Lahore  Lahore, Pakistan


Master of Computer Science (MCS)                                          
                                                                                                                 2003-2005 - 3.2 /4.00 GPA

Punjab Information Technology Board  Lahore, Pakistan


Post Graduate Diploma (In Computer Science) 2002-2003 - 80%

Professional Skills
· Good time & office management and follow up. Virtual teamwork with smartness in work style.
· Good filling and recording keeping. 
· Best teaching with good learning tactics
· Good language proficiency in English and Urdu 
· Able to manage multiple assignments, prioritize efficiently and delegate when necessary.
· Interacting independently and as team member at all organizational levels.
· Communicating and establishing successful professional relationships with colleagues and clients
· Positive, flexible attitude and readily adaptable to change

IT Skills: 

Networking 

Design the complete Network of Computer Lab and Offices. Configure Domain Controller. Implement the following configuration: Create all user accounts on domain, Assign Network Driver (Home Folder) and assign disk quota to students, Implement Group Policies to different OU of the students, Assign Traffic Quotas to students, troubleshoot the Hardware problems.

Programming 

My Sql 4.0, JAVA Script, Visual Basic 6.0, JAVA, C/C++

Tools & Packages

Coral Draw, Adobe Photoshop, MS Project 2002, MS Office 2003, Kawa 5.0

Operating Systems

Windows 2003 Server, Windows XP, Windows 2000 Server, Windows 2000 Professional Establish a Network of 15 computers on Window 2003 Server, Window XP and installation of Different Software.

IT Interests

Databases, System Analysis and Design, Data Communication and computer networks, business Communication, fundamentals, HTML
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