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SECRETARY
OBJECTIVE STATEMENT:
To obtain a position as a secretary where I can maximize my organizational skills in a challenging environment,thus achieving a high degree of work efficiency.
WORK EXPERIENCE:
Front Desk Receptionist 
( Zafar Associates Lahore Pakistan) (2011-2014)
·  Answered ,screened ,and directed inbound calls.
· Received and assisted clients and assorted them to correct destinations or meeting rooms.
· Performed general secetarial duties including meeting scheduling, appointment set up mailing.
· Took verbal and written messages and transmitted them to exact person.
· Received and sorted email and electronic deliveries.
· Maintained meeting diary manually and electronically as required.
· Accepted letters and packages delivered to the front desk and distributed to appropriate staff.
· Handled general requests for information and data.
· Interacted well with people.
· Handled delicate situations such as complaints.
· Coordinated maintenance of front desk reception area, equipment, furniture, lighting, applications.
· Maintained a neat ,tidy ,pleasant appearance of the reception area.
KEY SKILLS:
Flexibility | Adaptibility | Organizing and planning skills | Attention to detail |
Stress tolerant |
Office tools & customer services
· Typing speed for data entry 60-70 wpm.
· Computer literacy: Computer operations, related software and office equipment.
· MS Office (Word, Excel, PP, Outlook) ,scanners ,printers.
· Front desk interaction via phone, email, letters, and in person.
Core Strengths :
· Good communication skills-vebal and written.
· Coordination and organizational skills.
EDUCATIONAL QUALIFICATION:
· Graduation in Commerce 
University of Punjab 2011
· Graduation in law 2014
PERSONAL ATTRIBUTES :
· Willing to travel
· Willing to work overtime
· Willing to relocate.
LANGUAGES:
ENGLISH- Intermediate
URDU- Native
ARABIC- Beginner
