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	Objective
	Quick to grasp new ideas and concepts, and to develop innovative and creative solutions to problems. Able to work well on own initiative and can demonstrate the high levels of motivation required to meet the tightest of deadlines. Even under significant pressure, possesses a strong ability to perform effectively.

    

	Academic Qualification:
	Completed Matriculation From Pakistani International School Riyadh in Computer Science.

Completed Intermediate From Govt. Degree Boys College Pakistan in Pre-Engineering.

Completed 1st year and 2nd year of Bachelors in Information Technology from Saudi Community Institute
Graduated from LIMKOKWING UNIVERSITY in Bachelors in Information Technology.

	2002-2004

2005-2008

2008-2010
2013-2015

	Professional Skills :


	Operating Systems: Microsoft Certified Solution Expert  (MCSE) Windows XP Professional, Windows 2012 Server

MS Office : MS Word, MS Excel, MS PowerPoint

MS Access & Adobe Photoshop.

Worked as Call Center Agent for MAF Dalkia in Call Center Department Duties include,

· Taking Calls and assisting clients

· Entering and making Job tickets

· Assisting and Coordinating with workers

· Printing PPM every month for maintenance

· Making Maintenance Files monthly and annual

· Motivating and Guiding maintenance workers as a team leader.
Worked as Recruitment Assistant for Yousef Al Rajhi Global in Recruitment Department Duties include, 

· Making Evaluation Sheets & Interview assessments forms for new candidate.

· Printing and saving new resume of candidates.

· Calling the candidates for interview.

· Preparing Offer letter & Contracts for new employees.

· Taking the interviews for new candidates & all documents handling.


	2011-2012
2010-2011

	Experience:

	
	

	
	Worked as HR Secretary for Yousef Al Rajhi Global in HR Department Duties include,

· Making ID Badges & DC cards.

· Preparing Warning & Termination letters as per Company Policies & Temporary Iqama.

· Handling & Making Files.

· Assigning Biometrics for Employees.

· Data Entry of Employees & Call Handling.

 
	2009-2010

	
	Worked as CUSTOMER CARE  OFFICER for UK Visa Application Centre.  Duties include ,

· Assisting applicants for visa queries.
· Assisting applicants to complete their application forms.
· Documents verification and guiding applicants for visa procedure.

· Coordination between visa counters and applicants ensuring to deliver required services.
· Assisting VIP & Diplomatic Clients.
· Handling of data entry work related to application process.
· Maintaining files.
· Handling of visa fee payments.
· Handling of passport deliveries.

	 2009



	Languages
	English – Fluent, Read & Write.

Arabic – Fluent
	

	Personal Information
References
	
	Nationality                :
	Pakistani
	

	
	
	Religion                    :
	Islam
	

	
	
	Marital Status            :
	Single
	

	
	
	Date of birth             :
	04 March, 1988
	

	
	
	Sex                            :             
	Male
	

	
	
	
	
	

	
	
	References will be furnished upon your request.
	
	









