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	SUMMARY


Administrative support professional, skilled in all aspects of office administration, organization of filling systems, use of Electronic office equipment, handling multi-line phone systems,reception,data entry, co-ordinating with staff and scheduling appointments.

Communication skills demonstrated through strong written and verbal abilities, client relations, customer service skills and the ability to produce detailed reports, correspondence and other documents.

Additional skill in collaborating with management to determine needs. Strong skills interface effectively with co-workers, management, clients and customers. Accustomed to fast –paced, high pressure positions, demonstrated ability to prioritize multiple tasks, meet deadlines and provide quality service.

Target Job Title:
Administrations, Logistics and PRO services

Core Competencies:
· Executive Office Management




· Confidential Correspondence & Data Entry


· Time Management & Prioritization
              

 
· Schedule Co-ordination & Maintenance                
 
· Process and Performance Improvement                 

· Customer Service & Relationship Management

· Diversity of Equity in the Workplace

· Organizational Behaviour & Human Resources

· Business Communication, Law Statistics

· Organization and Leadership

· Prioritize & Execute Task in High – Pressure 

· Work Effectively in Team Oriented

· Microsoft Proficiency

· Keyboarding & Document Formatting

	Professional Experience


· MN GULF GROUP FZE    

· MN GULF GROUP FZE is a trading firm, dealing with steel and tinplate packaging in Gulf and Middle East.

Executive Secretary, 2012-present

Currently working as an Executive Secretary doing administrative and PRO jobs.

Highlights 

· Managed all administrative functions and accounting (QuickBooks)

· Maintained and organized front office, answered and directed incoming calls, sorted and distributed mail 
· Co-ordinated with scheduled meetings, prepared correspondence for executive management, managed frequent paperwork and ensured correct completion

· Analyzed and organized office procedures, upgraded filing system to be more user-friendly and efficeient, improving work-flow, managed and organized client files to ensure accuracy of information and payment schedules.

· Prepared Audit Report using QuickBooks , entering all the details of the Supplier invoices and payments

· Handling all the Jafza procedures for office lease, insurance and visa processing

EDUCATION

Preston University of Ajman, Ajman, United Arab Emirates

(2011) 
Diploma in Fashion Design
Arab Unity School, Rashidiya





(2005)

O’Levels (IGCSE)
Islamabad College for Girls, Pakistan




(2007-2009)
Intermediate

	Personal Information


· Date of Birth: 11 October 1988

· Nationality: Pakistani
· Marital status: Married 
· Languages: Basic Arabic, Fluent English, Fluent Hindi

· Visa status: Employment Visa
