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Career Objective:
To become a part of a competitive organization to pursues a career in a progressive organization that provides opportunities for career and professional development and also in order to groom the overall personality and professional skills
Key Skills:
· Well verse in using systems i.e M.s Office(M.s word,M.s excel,M.s Power Point).

· Excellent interpersonal and communication skills.

· Detailed oriented and pro-active.

· Have the ability to work without supervision, efficiently and effectively.

· Have the ability to handle multiple tasks simultaneously.
Education:
· BBA (4 Year)



2010

· F.A




2005



· Matric



2003







Career Snapshot:
1. Admin Assistant.
Al.Ghani Estate, Lahore Pakistan 




Oct 2014- March 2015
2. Data Entry Operator
Vital Sports, Lahore Pakistan




Sept 2010 – Sept 2014
Responsibilities:

Orienting Employees, Maintain Employee Data Record, Scheduling, Record and Detail, Confidentially, Employee File, Management File, and Teamwork, Reporting Skill, Verbal Communication, Meeting time, Make a salary of Employee,
Computer Skill:

· M.S Office (M.S Word.M.S Excel.M.S Power Point.) Internet 

· Computerized Accounting 
· (Peachtree.
· (QuickBooks.)

Languages:
English, Urdu, 
Personal Data:

· Date Of Birth    

:
12-02-1988
· Grander           

 :
Male
· Marital Status

:
Single
· Nationality   

 :

Pakistani 
· Status


:

Tour  Visa
