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      (At Dubai on Husband’s Visa) 
PROFILE: 
Enthusiastic, quick learner, having excellent communication & interpersonal skills along with Masters Qualification, multiple work experiences and international exposure. I have a proven track record of meeting deadlines, being highly organized for handling multiple tasks efficiently.
WORK EXPERIENCE:
	Organization
	Designation
	Duration
	Responsibilities

	COMSATS University,
Islamabad.
(Pakistan).
	Senior Administrative Assistant 

	3 Years
	Administrative support for Advisors,

Coordination of Trainings, VIP Visits, Workshops and Seminars Arrangements for students & staff.
Dealing International Scholarship Programs, Students Counseling, Maintaining File & Record System. 

	Lucian Blaga University, Romania
	Administrative Assistant
	1 Month 
	Staff Mobility for 1 Month under EMMA Scholarship program. Sent by COMSATS, Islamabad.

	Adabistan-e-Soophia School

Lahore.
	Teacher & 
Examination Superintendent
	3  years
	Teaching, 

Examination Superintendent


QUALIFICATION:
· Master of Arts (Economics) from University of the Punjab, Lahore. Pakistan.
· Bachelor of Education (B. Ed) from Allama Iqbal Open University, Islamabad.
SHORT COURSES:

· Spoken English Language Course from Islamic International University, Islamabad.
· Communication Skills Diploma at COMSATS University, Islamabad.
· English Language and Basic Computer Skills course from Central College, Lahore.
MAJOR PROJECTS DURING JOB:

· EMMA (Erasmus Mundas Mobility with Asia), a Europe based scholarship project.

· Mevlana Exchange Program, a Turkey based students/staff exchange program.

· Pak-China Business Forum organized annually by COMSATS University, Islamabad.
· Q.S-Star Rating of COMSATS University, Islamabad.
· “National Day” celebration project of different countries involving their Embassies.
PERSONAL SKILLS:

· Excellent communication & interpersonal skills.
· Excellent counseling & presentation skills.

· Excellent technical & decision making skills.
· Excellent analytical & time management skills.

COMPUTER SKILLS:
· Microsoft Office (MS-Word, MS-Excel, MS-PowerPoint, MS-Outlook).

· Expert in Administrative work related tasks.

· Proficient in using hardware equipment and software’s.
PERSONAL INFORMATION:

Nationality

:
Pakistani
Religion

:
Islam.


Visa


:
Family visa of UAE 

