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To enhance my knowledge and capability by working in a dynamic organization that prides itself in giving substantial responsibility to the new talent.
1. Teacher:
· Seven years of teaching experience at Shining stars pubic schoo, SLS Montessori and Oscar Public School. Demonstrate ability to interact and communicate effectively with pupils and with parents.
· Build and Maintain good working relationship with students and parents or guardians. 
· Good understanding and sharing a good rapport with all the students and families, and respecting to the culture they belong.
· Deep interest and joy in working with children.
· Expertise at selecting, implementing and using training/instructional methods and procedures appropriate to the circumstances when learning and teaching innovative ideas.
·  In- depth ability to monitor/asses/remediate student performance.
·  Good knowledge of MS-WORD. Experienced in preparing work sheets, Question papers etc.
2. Accountant cum Receptionist(2011-2013):
Served as a receptionist cum accountant at Shining Stars TuitionAcademy.
Duties and responsibilities:
· Responsible for student’s fee collection and depositing the pay slips to registered bank.
· Supervisor in solving student’s queries reported by public and resolving the same with positive result.
· Handling accounts of students, staff, on-staff and infrastructures.
· Maintenance of record handling, registerartion of new enrollment, and handing over the endorsements.
· Creation of log books, data handlings, attendance of staffs etc.
· Updating & maintain the holiday, absence and training records of staff.
·  Updating & maintain the holiday, absence and training records of staff.
· Handling of all employee salaries and other payments like telephone bills, internet andoffice rental charges etc
3. Administrative Assistant(2013-Present):
· Served as Admin assistant in AGP Builders, Pakistan.
· Managed all appointments, 
· Preparing the invoices of customer data,
· Managing and controlling the credits and installments of duly payments
· Mailing the duly invoices and completion of tasks via telephonic conversations and emails.
· Building strong rapport between customer and seller in purchasement and obtaining revenue from the same.
· Online registration template handlings and compliance with the basic customer satisfaction.
· Excellent in handling the complaints, resolving clerical issues, sustainable and flexible in dealing of target.
· Maintain official files.
· Meeting and greeting clients and visitors to the office.
· Typing documents and distributing memos. 
· Faxing, printing, photocopying, filing and scanning.
· Updating, processing and filing of all documents
· Handling incoming / outgoing calls, correspondence and filing.

· B.Ed. from A.I.O.U In 2013
· B.A  from Karachi University 2010
· F.Sc from Karachi college for women in2006
· Matriculation from Pindi Board in 2004
· English Language advanced.
· Beautician course.
· Fashion designing .
· Ms office.


Religion: Islam.
Nationality: Pakistan.
Visa Status: Visit Visa, valid until November 3, 2015.


· Reading books.
· Surfing on internet sites.
· Travelling.
Reference will be provided upon request.
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