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Career Objective
Looking forward for an opportunity to contribute in growth and profitability of an aggressive, fast growing, dynamic organization where my qualification, innovative skills, creative talents, technical professional skills can be utilized for the development of professional career.
Education & Professional courses
· Bachelors (Commerce)




University of Karachi

2007

· H.S.C (Pre Engineering)




D.A Degree College

2005

· S.S.C (Science) 





D.A SKBZ College

2003

· Diploma in Information Technology 


ABC Institute Pakistan

2003
Personal Skills
· Good communication skills and can adjust in any sort of environment.

· Motivational and convincing skills and a quick learner.

· Take work as a challenge and accomplish given goals on time.

· Along with Fundamental Computer Concept, can work slightly on Adobe Photoshop.

· Have a typing speed of 30-WPM, Internet Activities, Software Installation and have adequate know how of other software especially Microsoft Applications, HTML. 
Work Experience

· Indus Hospital as Officer – (June, 2015 till Oct, 2015)

· Creating Relationship with Donors of Indus Hospital with full commitment. 

· Attending meetings with corporate donors and giving presentation about Indus Hospital’s operations.

· Managing all administrative tasks, filing of documents, printing letters and dispatching, filing records of receipts, routing riders for pick up of donation.

· Managing calls on Indus Hospital’s UAN number, landline and emails, managing Direct-deposits, pledge donors, and follow up with Finance and Donors for Zakat and donations. 
· Initiated new work process for direct deposits and done many improvements and changes in currently launched CRM software.
· Handling all property documents donated to Indus Hospital, making changes in tenancy agreements, visiting different properties and searching of new tenants through donor links, social media and newspaper advertisements.

· Arranged all required products for Indus Hospital’s Independence Day program.

· Successfully done Ramzan Campaign and Qurbani Project with the Team.

· Attended meetings and recorded minutes of meetings.

· Axact (Pvt.) Ltd. as Executive – (October, 2011 till May, 2015)

From June 2012 – May 2015 (At Axact Office)
· Have been awarded 8 times contributor and 6 times Performer of the Month and Certified as ‘Gold Brand Ambassador’.
· Core functions include handling of all administrative enterprise works and documents controlling, i.e: Bulk printing, scanning of employee documents from HR and invoices, gestures management, packaging, Cards printing, lamination, spiral binding, CNIC Verification, verification of international addresses, coordinate with higher management.
From Oct. 2011 – May 2012 (Out Office Project)
· A Project (Bashir Shaikh Memorial Trust) related to the welfare of legal fraternity at City and High Courts of Sindh, Karachi, briefing about the membership and its benefits to the Advocates and Court Staff. Individually handling all administrative works, filling online membership forms, printing, membership cards, scanning documents, calling members for verification, and emailing report to the head office on daily basis.

· Attending calls, calling/SMS to the members for any updates, invitations, verification, updating/completing of pending records.

· Training fresh individuals, providing assistance to the General Secretary of Bashir Shaikh Memorial Trust.
· ReWize (Pvt.) Ltd. - Office Coordinator – (June, 2010 to May, 2011)
Responsibilities Included:
· Managed all administrative functions individually, calling different companies and fixing appointment/meetings. Maintaining daily file records, scheduling meetings, giving support to staff and be consistent in my work.

· Working on the website of company and updating it timely.

· Designing logos, buntings, brochures, etc.

· Handling all office administrative activities individually and coordination with the CEO of company on daily basis.
· Warid Telecom (Pvt.) Ltd. - Sales Team Coordinator (June, 2009 to May, 2010)
Responsibilities Included:

· Coordinate with the Regional Sales Teams (Karachi, Sukkur, Hyderabad and Quetta).

· Responsible for handling all type of administrative finations and sim SIMS activation.

· Monitor the performance of Sales team, preparing daily Sales Reports, maintaining files log and its clearance. 

· Coordinate with different departments and higher management for the resolution of Canceled and declined Cases. 

· Attending In-House training and Online Nationwide Quizzes.
Other responsibilities include:
· Part time – Coordination with Senior Manager on daily basis.

· Worked as Coordinator to General Manager for almost 2 months.

· Calling customers on daily basis for the restoration of inactive numbers and submitting report to the General Manager.
· Gallup Pakistan - Junior Officer Operations (April 24, 2008 to May, 2009)
Responsibilities Included are as follows:

· Monitoring various TV channels and audit the ad duration in 24 hours reception.

· Calculation of T.V. viewer ship ratings from all over Pakistan and submitting the report at day end.

· Coordinating with Head Office on daily basis and fulfilling the needs upon request.

· Rated as a gold performer for last 6 months.

· New Allied Agencies - Office Assistant. (for 6 months) 

INTRESTS

Cricket, Free lancing, Swimming, Gym/Physical activities, Listening Music, Traveling, Internet and Reading Books, squash, etc.
Personal Information
Nationality

: Pakistani

Date of Birth

: 16-07-1986

Marital Status 
: Married

References
· Will be furnished upon request.
