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Career Objective
Seeking  a  challenging  position  in  a  dynamic  and  challenging  environment  in  order  to  add  value  by contributing through my qualification and experience in administrative and marketing field.
Core Competences
•   Detailed knowledge of Admin & Office
Work
•
Expert in preparing administration worksheets, schedules, meetings.

•   Problem Solving
•   Customer Care Services
•   Detailed knowledge of Office Admin


Professional Experience
Admin Officer – ABS-LAW (Nottingham-UK)                                      (July-2012 to Dec-2014)
Admin Officer
Working as Senior Associate, the job responsibilities are:-
•   Gaining understanding of general accounting systems and packages used (manual/computerized)
and various controls needed for their operations.
•   Working on Marketing techniques (such as E-Marketing, Print Media, Questioners)
•   Reviewing results of the detailed tests and prepared report to management.
•
Preparing   and   reviewing documentation   according   to   company methodology;   formulating conclusion and reporting to seniors and engagement partners.
•
Providing suggestion of improvement in client's business process including internal controls for increasing the process efficiency.
•   Preparing summarizing reports in excel of meeting results & decisions for easy understanding
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Distinction and Achievements
•   IELTS (6.5 Overall Bands)
Academic Qualification
•   Diploma in Business and Administrative management
•   Extended Diploma in Business and Enterprise
•   Advance Level (A-Level)
•   Ordinary Level (O-Level)
Economics, Accounting and Business Studies
IT Skills
•   Operating system: WINDOWS / IOS
•   MS OFFICE: Word, Excel, Outlook and Power point
•   Excellent Reports writing skills
Interests
Playing & watching Cricket, Listening to music and socializing with friends and family
PERSONAL DETAILS
Nationality                         :          Pakistani
Date of Birth                     :          16/07/1990
Status                                 :           Single
Visa                                     :           Visit 
Languages Known           :           English & Urdu
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