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Profile Summary

To obtain a challenging position, which will enable me to utilize my experience and prove my mettle. In effect, to
become part of an organization where responsibilities are challenging and chances to rise are plentiful and will
culminate into a rewarding career. Furthermore, to pursue the inherent knowledge gained to achieve peak
performance as a member of a highly functional unit for the success of the organization and myself.

Education Backg

® Masters (Atrs & Economics) University of Jamshoro Hyderabad (1987)
e Graduation ( Bachelor of Art & Economics) University of Jamshoro Hyderabad (1983)
e Graduation ( Bachelor of LAWS) University of Jamshoro Hyderabad (1990)
e Intermediate (Commerce) Board of Intermidiate Sind Hyderabad. (1980)
e Matriculation (Science) Matric Board Sindh Hyderabad (1977)

Job Experienc

10 years Plus

HESCO Hyderabad Electric Supply Co.

Hyderabad Sindh Pakistan

Designation: Office Assistant
Department: H.R. & Admin

Responsibilities Included:
e Working as Office assistant.

e To prepare Staff salary bills, Travelling allowances bills,0vertime bills and all revenue Vouchers related to staff.
e Complete Command on official correspondence.

e Ordering and maintaining stationery and equipment;

e Sorting and distributing incoming post and organize

e Organizing and storing paperwork, documents and computer-based information;

® Photocopying and printing various documents, sometimes on behalf of other colleagues.

Self-Wins

Accustomed to working in fast paced environment with the ability to think quickly Consistently maintain a

positive attitude and enjoy helping people Articulate, friendly and effective working with people of different
backgrounds and temperaments.





