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PROFILE SUMMARY
A young experienced and result-oriented professional with proven abilities. Seeking a challenging opportunity to demonstrate my skills and abilities and attain experience and knowledge in an organization working on a global scale offering scope for career growth and professional development. 

Profile
· Result-oriented, professional experienced in Administration
· Excel in fast-paced environments as well as in team work

· Knowledgeable in Human Resource & Information Technology 

· Full understanding of the current archiving system and methodology

· Skilled in general office duties, filing, preparing correspondence document control

· Technically proficient in Microsoft Office: Word, Excel, Access, Power Point and Outlook

· With Knowledge of basic computer trouble shooting 

· Have Positive, helpful and cheerful attitude. 

· Flexible and able to adapt to work environment easily  

· Work well independently and as part of a team.

· Proven ability to multi-task with attention to meet organizational goals. 
PROFESSIONAL EXPERIENCE________________________________________________                           
·  Currently Working Experience in AL DAAR TRANSLATION SERVICES as an Administrative Supervisor in UAE.
Duties and Responsibilities 
· Accounts

· Customer Relationship.
· Project Management

· Customer Support
· Working with different office applications
· Client’s dealing.
· Documentation
· Team work

· Drafting and typesetting

· Database management

· Online queries

· Projects follow up

· Client’s follow up
· Typing  Command over the  ENGLISH TYPING

· Typing Command over the ARABIC  TYPING
· One year Working Experience in Reputable Organization as an ARCHIVES CLERK in UAE.

Duties and Responsibilities 
· Accounts

· Customer Relationship.

· Customer Support

· Client’s dealing.

· Project Management.

· Documentation

· Working with different office applications

· Team work

· Drafting and typesetting

· Database management
Two years worked as an Assistant Accountant in Media Awaz Channel (Pakistan) 
· Duties and Responsibilities 
· Making petty cash.
· Collecting daily vouchers
· Making monthly salary of employees.
· Looking office files.

· Pass daily transactions.

· Prepare short report of company’s adjustment income statement and financial postion.etc

· Report daily basis transaction to the Senior Accountant.

· Prepare report of incoming business and outgoing as well.
· One year Working Experience as Data Entry Executive(Pakistan) 
· Copy rights the documents.
· Makes their each property holder share computerized.

· Making the Hand writing property documents as computerized.

· Distribute their shares according to their share. like brother shares and sister share.etc

· One Year Teaching Experience in Private Centre.
       Duties and Responsibilities
· Teaching over Basic English.
· Teaching over Middle English level.
· Comprehension.
· Teaching over Mathematics.
EDUCATION 

Masters of Arts & Commerce (Economics) 

Shah Abdul Latif University Khairpur




          
             
Bachelor of Commerce 
             


    
Shah Abdul Latif University Khairpur                           
             
Intermediate Commerce
Szabist College Larkana
· Typing Certificate and Typing speed per minute 40 words.

Computer Skills

· MS Office (Word, Excel, Power-point)
· Adobe Photoshop 
· Research-oriented surfing on internet through useful websites.

Languages

· Can proficiently read, write and speak English.

· Can proficiently read, write and speak Urdu-National Language.

Extra-Curricular Activities________________________________________                                           _______

· Enthusiastic Traveler.

· Hobbies include reading books, newspapers, sports, listening music and business related publications.

· Work as volunteer in NGOs for social welfare.

Personal Information
·                   Date of Birth
  :
3rd November 1991
                                                                                        
· 
Nationality
  :
Pakistani

· 
Marital Status
  :
unmarried
· 
Religion

  :
Islam

· 
Sex

  :
Male


·    
Visa Status              :           Employment Visa
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