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To obtain a top position in Office Management within a growth oriented and progressive organization. I want to apply my skills to an environment where I would make a significant impact on the running system. The ideal environment would be an entrepreneurial and one in which new ideas are welcome and decision making is required.  


I am a commerce graduate having two year diploma in computer science. I have almost 13 years continuous experience in office management and computer operation. I can not only manage and control routine office activities but also supervise and lead a team of office / secretarial staff. 

I have also been doing Direct Selling for six years as my 2nd career / part time and home based business. I possess good selling and marketing abilities. I can conduct motivational trainings and business presentations as well. I have good communication skills (written and spoken) and can carry out client service coordination with remarkable proficiency. 

SUPARCO (Pakistan Space & Upper Atmosphere Research Commission) 

Junior Technical Officer (Admin)





-
2002 to 2015
I have been working as personal assistant of the Divisional Head, performing all office management factions and computer operation. 
 ADWATCH International (Pvt) Ltd, PECHS, Karachi - Pakistan
Client Service Coordinator 






-
2001 to 2002

I have been involved in preparing media monitoring reports and looking after clients for their queries and requirements. 

Microline Computers, North Nazimabad, Karachi – Pakistan 
Computer Teacher / Computer Hardware & Software Technician
-
1999 to 2000

I have been teaching computer application packages like MS Office and have been involved in maintenance of computers.
Direct Selling / Online Network Marketing Companies (Part Time)
-
2009 to 2015
I have been involved in Direct Selling / Online Network Marketing business with these companies in my home country “Goldmine International (Norway), Oriflame (Sweden), CMM Biotech (China), Forever Living Products (USA)”.

B. Com (2000 - 2001) - Graduation
· Government Premier College for Boys, North Nazimabad, Karachi - Pakistan
· Field of Study: Financial Accounting & Business Management
Higher Secondary School Certificate / Intermediate (1997-1998)

· Government Jinnah College for Boys, Nazimabad, Karachi - Pakistan
· Field of Study: Financial Accounting & Business Management

Secondary School Certificate / Matriculation (1995-1996)

· DEHLI Government Boys Secondary School, Karimabad, Karachi - Pakistan
· Field of Study (Computer Science)


2 Years Diploma in Computer Science (DCS) (1999-2000)

· Academy of Business Computers (ABC), Karimabad, Karachi - Pakistan
· Field of Study (Computer Software / Programming)
Short Course (AutoCAD) 2004-2005

· I Net Training Centre, Gulshan-e-Iqbal, Karachi - Pakistan
· Field of Study (Mechanical Drafting)

· Office Management & Administration

· Computer Operation
· Multitasking and decision-making

· Supervision & Leading 

· Selling & Marketing
· Client Service Coordination

· Planning & Monitoring 

· Event Management

· Training & Presentation
· Conducting Presentations
· Negotiation & Problem Solving skills
· Creativity & Innovation
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