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Profile:

Self driven and highly motivated individual with MBA degree along with specialisation in International Business. I am an ambitious, optimist and hard working person having inclination to work in the organisation that provides opportunities to learn and strengthen my skills and experience along with the option to be relocated.
Employment History:

Jun, 2013 - Dec, 2014: Trent Education Centre Nottingham Working as  Administrator & HR Assistant
Job responsibilities include;

· Student admissions.

· Student admission orientation.

· Student record keeping for quality compliance. .
· Contacting multicultural student recruitment consultants inclusive of local as well as international.
· Liaison with management and quality assurance department for updates presentation.
· Conducting and participating in marketing related activities in-line with annual marketing plan.
Feb, 2008 — Aug, 2013: Total Security Services (TSS) London.
I worked as Supervisor,Administrator, Receptionist,Customer Assistant, CCTV Operator and Door Supervisor  inner and outer London at following sites.
· Embassy of Japan.

· Russell & Bromley.

· Jane Norman.

· Boots.

· Tesco.

· Morrison.

· Corporate.

· Warehouse.

· Construction.

Aug, 2007 — Mar, 2008: City &Suburbarn Parking Limited (CSP) London.
I worked as a Administrator,Receptionest, Door Supervisor, Bouncer, Traffic Marshall, Cashier and as a ticket seller at Events on following sites.
· 02 Arena.

· Wembley Arena.

· Lake side.

· Blue Water.Derby.
· Alexander palace.

· Excel.

Sep, 2004 — Mar, 2005: National Bank of Pakistan (NBP) Pakistan.
I worked at National Bank of Pakistan in Rawalpindi Pakistan as Accountant assistant.

Responsibilities included;

· Book keeping.

· Opening accounts.

· Ledger accounts.

· Cash closing.

· Customer management (handling & interaction).

· Account auditing.

· Data entries (Billing)
Educational History:
Feb 2009 — Jul 2010: Master in Business Administration (MBA) from University of Wales (UK).
Jan 2008 — Dec 2008: Advanced Diploma in Business Studies from London Business Academy.
Jun 2006 — Dec 2007: Diploma in Business Administration from Cromwell College of IT&Management.
Sep 2002 — Sep 2004: Bachelor of Commerce (B.COM) from University of Punjab, Pakistan.
Additional Qualification:

· Certificate of Emergency First Aid At Work Training - QCF (Oct 2013)

· Certificate of Fire Marshall Training (Oct 2013)

· Certificate of CSCS (Construction skills certification Scheme) (Sep, 2011)

· Certificate of Specialist Retail Training for Russell & Bromley (May 2010).

· Certificate of Specialist Retail Training (Jan 2008).

· Edexcel level 2 BTEC Certificate of Door Supervision (Jun 2007).

· Certificate of IT- Basics (Nov 2002).
· Hold UK Full Driving License.
Key skills:
· Team Building: I have developed communication and interpersonal skills while interacting with the staff and team members at my previous work places.
· Flexibility: I have the ability to adjust quickly and effiCiently to new environments and cultures. During my previous job I worked long hours, and irregular shifts to meet the targets on time.
· Meeting Deadlines: By creating time logs, breaking down and prioritising activities, I meet deadlines efficiently. I. completed surveys and targets with scarce resources in my previous job and am also working efficiently to deadline in my current role.
· Analytical: Many MBA assignments require strong analytical skills; a particular assignment on "recruitment and selection issues in Tesco" helped me to develop analytical skills.
· Problem Solving: While working as a security supervisor at Tesco in Coventry, I had responsibility for all functions relating to Organisation's workforce.
· Computer Skills: 1 can work efficiently in Microsoft applications i.e., word, excel, PowerPoint and outlook.
Languages:
English, Urdu and Punjabi.
Interests and Hobbies:
           Playing Cricket, Internet, sports magazines and Cooking.
References: Available on request
