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Summary
_______________________________________________________________
A highly competent, motivated and enthusiastic administrator with five years’ experience as a part of a team in busy office environment. Well-organized and proactive in providing timely, accurate and efficient support. Flexible, well -presented and able to establish good relationship with a range of different people. Possessing an ability to generate ideas and solution to problems.

Education
___________________________________________________________________________
Masters in Commerce in Finance Year - 2011 Institute: CentralCollege – Lahore - Pakistan

Subjects: Accounts/ Finance

Bachelor’s In Commerce Year - 2008 Institute: Central College – Lahore – Pakistan
Work Experience
__________________________________________________________________________
Administrator
Company: ABU DHABI FARMERS SERVICES CENTRE (ADFSC) - UAE
Duration: March 2014 – April 2015
· Entering and updating supplier’s information, contact details etc.

· Managing and monitoring stock and ordering supplies as per requests.

· Checking and updating the deliveries information.

· Taking order of the sub branches and confirm that orders after confirming from available stock.

· Reporting to director of the company about daily orders and closing stock.

· Making daily and weekly delivery reports of the orders and sending them to the correspondent departments.

· Receiving payments of the farms and hand over to finance department.

· Faxing, Mailing, Printing, Photocopying, Filing and Scanning.

· Creating and modifying documents using Microsoft office.

· Communicate with customer in order to provide general information.

· Responsible for attending meeting with the Unit Head and assisting in creating new policies and plans to the company’s objectives.

· Creating and modifying documents using Microsoft office.

Sales Coordinator
Duration: September 2013 to February 2014(six Months Contract Finished) Company: Etisalat – Abu Dhabi- UAE
· Provides support to Dir. of Sales, Regional Sales managers and Key account sales group.

· Plans and organizes sales meetings.

· Work with and coordinate simultaneous projects with many different departments within the company.
· Generate contracts, obtain approvals and ensure accuracy of all details in processing reseller agreements.
· Reviewing own sales performance, aiming to meet or exceed targets.

· Gaining a clear understanding of customers' business and requirements.

· Visiting potential customers to prospect for new business; & acting as a contact between a company and its existing and potential markets.
· Maintaining and developing relationships with existing customers via meetings, telephone calls and emails.

· Negotiating the terms of an agreement and closing sales; negotiating variations in price, delivery and specifications with managers.

· Making accurate, rapid cost calculations, and providing customers with quotations.
Supervisor
Duration: May 2011 to 2013
Habib Exchange Co L.L.C
· Worked as a supervisor.

· Handle Xpress remittance (Xpress money, western union, Habib express).

· Prepare the payments order, Telex transfer, Demand draft for the corresponding banks.

· Deal customers and sort out their problems.

· Deal in all type of remittance like dollar, euro, and pound.

· Prepare the remittance and payments for the corresponding banks.

· Handle customer complaints, refund and cancellation.

· Transfer the remittance through telex services and Xpress services.

· Prepare the payments for the corresponding banks including India, Bangladesh and Pakistan.

· Work in WPS department, preparing and giving salaries.
Customer Relationship Officer/ Personal Assistant of the Director
Duration: Jan 2007 to Dec 2007
Central Group of Colleges
· Provided general secretarial / administration support to Director.

· Responsible for answering & screening telephone calls & face to face enquiries.
· Carried out routine administrative duties like photocopying and filing etc.
· Deal with incoming emails, faxes and post.
· Served as first point of contact for students, faculty and staff calling or visiting the main administrative office.
· Directing visitors to where they want to go and Issuing visitor passes.
· Data entry onto internal systems.
·  Monitoring stationary stock and reordering when required.
· Establish and maintain current client and potential client relationships.

· To optimize quality of service, business growth Deal with the customer.

· Provide customer service as per company policy and procedures.

· Handle customer concerns, queries and complaints.

· Perform task with a minimum supervision.

· Prepare monthly staff payroll statement.

Area of expertise 




Highlights
____________________


___________________________
	Office management

Administrative support

Document controlling

Report writing

Presentations

Diary management
	Enterprise Resource Planning’s System (ERP-AS400)

MS – Office

Consistently accurate work even whilst under pressure.

Ability to multi task and manage conflicting demands.

Good written and verbal communication skill.




Personal Data
___________________________________________________________________________



D-O-B:



 01 Feb 1987

Nationality:

 Pakistan


Marital Status:


 Single


Driving License:

UAE License

