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SUMMARY  
Over 07 years and 09 Months of professional experience as an Office Assistant , Cheques Return Holding, Cheque Data Entry, logistical Outdoor responsibilities of the Bank, In branch administrative tasks. Possess excellent communication and interpersonal skills. Performed in very challenging business environments with a dedicated service track record. Highly skilled in developing new contacts and pursuing new business opportunities.
Objective:  To work in a highly challenging atmosphere; to contribute, actualize and enhance my abilities and ensure mutual growth. I am aware of the benefits of commitment to quality and I am highly motivated to set and achieve high standards of performance.
_____________________________________________________________________________________

Working Experience
Office Assistant (In Branch) Since 2008 
Dubai Islamic Bank

Currently working as office assistant, and responsible for administrative roles, such as managing cheque returns, proper management of return cheques, data entry, maintaining records, outdoor administrative jobs, as well as managing In branch Office administration.
Achievement:

· Received certificate of Best Performance of the year from Dubai Islamic Bank –Dubai-UAE in 2009.
           2010

______________________________________________________________________________

Sales and Marketing Executive (2007 to 2015)
Sino Tours and Travels
The role was to acquire new clients and generate sales for the agency, in the Ticket sales, Tour packages, Visa Arrangements, Haj and Umrah Packages, holiday packages etc. As a sales and marketing executive I achieved monthly targets and managed administrative work in and out of office.
ACADEMIC QUALIFICATIONS:

Intermediate 
Matriculation (From Al Aziz Islamic Mission)
Computer Proficiency 

· All versions of windows, Internet

· Dos G.W. Basic Networking and Hardware 

· MS Office (Word, Power Point, Excel, Outlook express)
​​​​​​_____________________________________________________________________________________
Abilities / Skills:

· Excellent communication skills.

· Self-motivated.

· Interest to learn and develop consistently.

· Ability to meet and win in challenging situations. 
Languages Know
Arabic, English, Hindi, Urdu.
Personal Data
· Nationality                        Pakistani
· Date of birth                     03 Feb 1988                                                            
· Special Interests     
      Reading, music, travelling, photography, meeting with people & etc.
Visa status: Employment Visa (Transferable)
