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Career Objectives:

I am looking for an environment, where I may apply and utilize my knowledge to best of my abilities for development and growth of my professional career on the base of my integrity, honesty and hard work.

PROFESSIONAL EXPERIENCE
Office Administrator– Duration (Sisters of St. John of God Congregation 1998-2014)                                          
Job Profile
· Answer, screen and transfer inbound phone calls

· Receive and direct visitors and clients

· General clerical duties including photocopying, fax and mailing

· Maintain electronic and hard copy filing system

· Retrieve documents from filing system

· Handle requests for information and data

· Resolve administrative problems and inquiries

· Prepare written responses to routine enquiries

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Schedule and coordinate meetings, appointments and travel arrangements for managers or supervisors

· Prepare agendas for meetings and prepare schedules

· Record, compile, transcribe and distribute minutes of meetings

· Open, sort and distribute incoming correspondence

· Maintain office supply inventories

· Coordinate maintenance of office equipment

· Coordinate and maintain records for staff, telephones, and petty cash

· Teaching experience in St. Paul’s school Lahore. 

1998- 2000  and 2009-2011

· Teaching experience in St. Andrews School Lahore. 


2004-2006

· Worked as a Principal in St. John of God School.

Halloki Lahore    






                    2006-2008

· Worked as a principal in St. Andrew’s

School Lahore.  


       2011-2014
EDUCATIONAL QUALIFICATIONS

· M.A English  (Waiting for  result)

· Bachelor of Education in Teaching (B Ed) from Notre Dame teachers training institute of Education Karachi. Affiliated with Australian Catholic University. Adelaide, Australia.In English Language and Pakistan Social Studies: 2003. 
· Bachelor of Arts (B.A) majoring in Education and English Literature: 1998

· Higher Secondary Education (F.A) in Islamic studies, Geography and Education.1992

· Secondary Education (Matriculation) in Science. 1988

Participation and Certification

Short courses
1) Nonviolent Communication 5 days course from International Centre from Nonviolent Communication by Miss Eva Rambala from Spain.

2) 6 months Computer Course

3) Inter-congregational Formation Programme Pakistan

4) Drama workshop

5) Ecology workshops

6) 15 days workshop on “Leadership & Educational Excellence “from Pakistan Montessori Pakistan.
International Experience

· I have participated in many international conferences and meetings in Ireland.

· Participated in “Peace mella” organized by India and Pakistan justice and peace commission.

· I went to South Africa, Johannesburg to attend international Conference organized by Sisters of St. John of God. “Looking into the future and meeting the needs and the challenges of the world”.

· I have done one year international course from Loreto house Dublin, Ireland, this one year studies has covered theological, spiritual, human development and leadership aspects. This course was a challenge to personal renewal and personal formation. The topics were covered in this course are as follows:
1. Human development                       

2. Leadership 

3. Counseling                          



4. Listening skills

5. Volunteer Work with International Foreign Open heart Aids centre in Dublin:   2008 & 2009
Key Skills / Potentials
· Communication and corresponding skills
· Planning and organizing

· Prioritizing

· Problem assessment and problem solving

· Information gathering and information monitoring

· Attention to detail and accuracy

· Flexibility

· Adaptability

· Customer service orientation

· Teamwork
PERSONAL DETAILS
	NATIONALITY
	PAKISTANI

	MARITAL STATUS
	SINGLE

	LANGUAGE
	URDU,ENGLISH,PUNJABI

	DATE OF BIRTH
	25th  AUGUST 1971

	HOBBIES
	Reading fiction, listening to music, cooking.

Love to read about current affairs.

Browsing and surfing on the net.

Reading books.

Travelling to northern part of the country and exploring the nature.

Facilitation of different groups.
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