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CAREEROBJECTIVE:
I would like to become a part of Multinational Organization where I can enhance and utilize my ability to work hard for the betterment of the Organization.

PROFESSIONAL WORK EXPERIENCE: 

Organization:


MAKKAH EXPRESS TRAVEL AND TOURS

Tenure:



JAN 2015 – SEP 2015
Designations:


ADMINISTRATIVE OFFICER
RESPONSIBILITIES

· Maintained the Employee Records, Managed the Payroll and performance Review

· Varied and increasingly responsible experience in secretarial capacity

· Highly skilled in greeting customers and answering phone calls

· Proven ability to handle multiple, competing priorities in an effective manner

· Thorough knowledge of Drafting (Email, Letter writing, Reports)
· Customers Data and Documents controller

· Providing customer efficient sevices
Organization:


PAKISTAN TELECOMMUNICATION COMPANY PRIVATE LIMITED (PTCL)
Tenure:



8 WEEKS 
Designations:


            INTERNEE
Responsibilities: 
· Attended 8 weeks thorough Internship program

· Contributed to various functions of HR department of the Organization

· Realized how company deals with functions like Payroll, Leave, Welfare etc

· Wrote a complete Report on
Organization:


GEO MOBILE
Tenure:



2011-2013
Designations:


RETAIL SALES PERSON
Responsibilities:




· Selling and Purchasing of New and Old Mobile Phones
· Maintained update knowledge of Cellular Market

· Build personnel network with customers
· Maintain weekly and Monthly Record of the Business

Organization                                POWER FOOD INDUSTRY
Tenure                                           APRIL 2010-DEC 2010

Designation                                  OFFICE ASSISTANT

Responsibilities:

· Answering phone calls, taking massages and respond to inquiries 

· Providing Comprehensive Secretarial and Clerical Support to the Staff and Management
· Greeting and dealing customers with good manner
· Purchasing or Raw Material and warehouse/Store Management
· Handling daily staff schedules
· Provide efficient Customer services and dealings

ACADEMIC EDUCATION:





EXAMINING BODY:




                YEAR
· Graduation



University of Peshawar (UOP)



2014
· Intermediate


Board of Technical Education Peshawar (BTE)   

2010
COMMUNICATION AND INTERPERSONAL SKILLS:

· Outstanding command over verbal and non-verbal communicative & interpersonal skills.

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Confidently able to work independently or in a team to deal effectively with educators & employees.

· Flair to organize & prioritize tasks to meet deadlines.

· Ability to manage multiple projects with minimal supervision.

· Have a good level command over English and Urdu Languages.

CERTIFICATION/ ADDITIONAL SKILLS:

· MS Office


All versions, esp. MS Word, MS Power Point and MS Excel
· MS Excel     

MS Formulae
· Event Organizing              Vast experience of Organizing and Executing Gathering and Functions

· Accounting Packages        Peachtree, QuickBook, Telly (Basic) 
TRAININGS & WORKSHOPS:


MS EXCEL FORMULATION




Year - 2012
· Attended Training workshop on MS Excel Formulation
· Also attended multiple study workshops at Muslim College of Commerce
INTERESTSANDHOBBIES:
· Hobbies include anything to do in sports especially Cricket and Swimming 
ORGANIZATIONAL SKILLS:
· Management
· Computer literate
· Coordination

· Customer services 

·  Office procedures
· Team Player
· Documentation

·  Flexible 
· Dynamic 






