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Visa Status
:  Visit Visa (valid till December 2015)



Nationality
: Pakistan



Status

: Married
Education 
· Secondary School Certificate
· Higher Secondary Certificate
· B-A (Bachelor of Arts) from Karachi University.
· Diploma in Computer
· Course of English Language at Shaheen Coaching Centre.
· Course in Air Ticketing at Grace Institute Karachi .

Career Objective:
Seeking an opportunity to work as an Office Assistant Admin, Receptionist and Cashier.I am a dedicated Pakistani who is willing to work under pressure, willing to learn and can work as team.  Desiring to be part of a positive and future oriented company where I can share my years of experiences and use my potentials in administrative, interpersonal and communication skills.  I am self motivated hard worker who is willing to be flexible and to enhance my skills in conjunction with the company goals. 

PROFESSIONAL SKILLS:
· Receptionist cum Manager 
-BLUSH Spa & Saloon (2006 -2015, 9yrs exp) 
· Cashier



 - PAKISTAN saloon
· Accountant  



- SAIMA'S Spa & Saloon
· Manager



 -SAIMA’S Spa&Saloon (2000-2006, 6yrs exp)
Responsibilities:
·  Arrange client’s appointment
· check & balance stock inventories
· maintain cleaning of saloon
· monitoring of staff activates
· maintain stock sheet
· maintain daily expense & profit sheet
· Produces clients’ invoice
· Line up media commercial advertisement
· Line up of models shoot.
· Plan makeup/makeover activates of Models and clients
· plan appointment of clients,
· stock ordering and controlling, 
· correspondence with modeling agencies.
Languages:
English, Urdu,and Hindi (can read and write those languages as well)
Key Skills:
· verbal and interpersonal skills
· Exceptional ability to interact with people at all levels
· Self directed and reliable
· Demonstrated ability to use office equipment effectively
· Ability to initiate creative and innovative campaign ideas
· Good time managements skills
Hobbies:
· Listen to music, reading books, cooking, learn new things. 
Declaration:
I hereby affirm that the information in this document is accurate and true to the best of my knowledge.
Thank you.
Regards.
Curriculum Vitae








