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D.O.B: 30-04-1985                                         Marital Status: Married

Nationality: Pakistani                                      Current Address: Dubai U.A.E

Visa Status: Visit


CAREER SUMMARY

An executive position in a result oriented Organization that seeks an ambitious person, where acquired skills, experience and education will be utilized towards continued growth and advancement. 



WORK EXPERIENCE

· Working as an Executive Assistant/Administrator in Sui Southern Gas Company Limited Hyderabad, Sindh, Pakistan (On Contract Basis) from October 2012 to October 2015 

· Worked as an Assistant Manager Admin/HR in Al- Qahtani Construction & Contracting Company at Ad-Dammam, Kingdom Of Saudi Arabia from June 2010 to July 2012.
· Worked as an Office Administrator in Egyptian Pakistani Telecommunication Company E.P.T.S.C an Orascom Telecom Mobilink Pakistan from September 2006 to May 2010.

RESPONSIBILITIES
       Performed all Administrative / HR responsibilities, Maintain salary & compensation of employees,
      Maintain employee’s record, Maintain attendance & leave records, Inventory Management.

 PROFESSIONAL SKILLS
      Administrative & Executive Support, Office Management, Office/Employees Record Management      

      Arrange vacation & air ticket/exit/re-entry of employees, Documents Controlling, Co-Ordination,  

      Diary/Calendaring & Meeting Arrangements, Front-Desk management expert, Manage company’s  

      accounts / petty cash, Arrangement of hotel for delegations.
ACADEMIC QUALIFICATIONS
	Degree / Certificate
	University / Institute
	Year

	M.A Economics (Masters in Economics)         
B.Com (Bachelors in Commerce)
	     University of Sindh Jamshoro 
     Sindh Pakistan

     University of Sindh Jamshoro          

     Sindh Pakistan
	2013

2005

	Diploma in Information   Technology   (DIT)
	     Faith Institute of Information   

     Technology Hyderabad Sindh 
     Pakistan
	2002


POSITIONS EXPERTISE

      Administration
      Documents Controlling 

 Office Management

 Reporting to Management

Maintain Office Records                                
Co - Ordination

LANGUAGE
English, Sindhi, Urdu & Arabic                                                     
REFERENCE
               Will be Furnished upon Request
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