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PROFILE

Exceptionally detailed, organized and highly accurate business professional with a unique ability to successfully manage multiple secretarial projects simultaneously.  Proven completeness as Personal Assistant, Secretary & Admin Assistant with the ability to empower others and foster cohesive business environment.  Consistently leverage organizational capabilities to facilitate well run and streamlined office operations. Deliver outstanding results, leading to increased levels of responsibility and recognition.  Well developed interpersonal communication skills to work effectively with people from diverse professional and cultural backgrounds. 

WORKING EXPERIENCE

· 27 years of valuable Secretarial experience as Steno Typist / Personal Assistant in the following three prominent organizations of the Ministry of Defence & Ministry of Defence Production Pakistan.  Served with senior officials  to the rank of Major General/Brigadier/Colonel:-

· Heavy Industries Taxila (HIT), Taxila Cantt

· College of Electrical & Mechanical Engineering, Rawalpindi

· 503 Aviation Base Workshop EME, Rawalpindi

EMPLOYMENT HISTORY
· 1994-2013  -   HEAVY INDUSTRIES TAXILA (HIT), MINISTRY OF DEFENCE PRODUCTION - PAKISTAN
· Served as Personal Assistant  to  Director General  (Major General)  & Managing  Director (Brigadier)  in Advance Armour   Systems Research, Development, Integration and Information Centre (AARDIC)  

·  Personal Assistant to Project Director (Brigadier) , PA  to General Manager (Production & Manufacturing), 

· Personal Assistant to Project Director (Brigadier) HRF-T &  Project P-901 (MBT- 2000)
· 1991-1994  -   503 AVIATION BASE WORKSHOP EME, RAWALPINDI - PAKISTAN
· Served as Personal Assistant  to  Commandant (Brigadier) / Deputy Commandant (Colonel)

· 1987-1991   - COLLEGE OF ELECTRICAL & MECHANICAL ENGINEERING, RAWALPINDI -PAKISTAN
· Served as Personal Assistant  to  Chief Instructor / Deputy Commandant and Director of Academic Studies (Dean Mechanical)
ACADEMIC QUALIFICATIONS    
· 1995-1997
    M.A  from University of Punjab, Lahore  

· 1991-1993
    B.Ed (Bachelor of Teaching) from Allama Iqbal Open University Islamabad

· 1988-1990    
    B.A   (Bachelor of Arts) from University of Punjab, Lahore

· 1983-1985
 D. Com (Diploma in Commerce)  from Govt  College of Commerce, Rawalpinidi

· 1981-1983             SSC (Secondary School Certificate) from F.G. Public  Boys High School,             Quetta Cantt     
COMPUTER SKILLS


· MS Word, MS Excel, MS PowerPoint,  MS Access    

· DESKTOP Publishing Course

HONORS AND AWARD:

· Awarded “Honours in Shorthand” in Diploma in Commerce (D.Com - Intermediate)   Annual Examination of Punjab Board of Technical Education, Lahore in 1985.

· Awarded Project Director Commendation Certificate in 2006.

· Awarded certificate of  “Internal Auditing of QMS ISO 9001:2008” in 2011
PRESENTATION:     Developed ability to produce reports and presentations to a professional standard.  

ORGANIZATIONAL: Effective at time management and prioritizing tasks to achieve deadlines. 

INTERPERSONAL SKILLS: 

· Ability to rapidly build a relationship and set up trust

· Confident and determined 

· Ability to cope with different situations. 

LANGUAGES: English, Urdu, Hindi. 

PERSONAL INFORMATION

· Date of Birth

:
08-03-1967

· Gender


:
Male
· Religion


:
Islam
· Nationality


:
Pakistan
· Marital Status

:
Married
REFERENCES:     Will be submitted on request

DECLARATION:

I declare that the above information is true to the best of my knowledge and I can produce the original certificates on my presence.

