Manager Administration & Human Resource,

Subject: Job Application 

Dear Sir/Madam,
            I am writing to introduce myself to you as a professional with Administration & HR specialization. I am offering my services in your esteemed organization. 

           As you can see in the enclosed resume, I am In House Admin Officer in since August 2014. Before this, I was working in Hh H C & Co. as a Front Desk Officer. As acknowledgement of my skills, hard working and abilities to manage the tasks on time I was promoted to the designation of In House Admin Officer.  I have excellent communication, presentation & analytical skills & strong grip on MS Office. I am confident that my combination of practical work experience and educational experience has prepared me for making an immediate contribution to exploration world.  
I have strong leadership skills and a proven ability to manage and motivate a team and I feel that these qualities will make a positive impact on your facility. I believe that I could make a significant and valuable contribution in your firm. I can assure you that I am reliable and hardworking and that I am anxious to obtain a suitable administrative position in your firm where I will be able to increase my knowledge and experience. 

             I feel that as an ambitious and highly motivated individual, I can learn a lot at your company and be successful there. I would like to thank you in advance for taking the time to consider my resume. 

  

Objective:
To seek a challenging position in a dynamic organization with the aim to contribute towards organizational success by enhancing ethical and competency standards in client services, to perform consistently and meet the organization’s expectations.
ACADEMIC QUALIFICATION:

	Qualification
	Board/University
	Year

	F.Sc.
	Modren college of commerce, Lahore
	2007

	Matriculation
	Taqueer Islamia High School
	2004


PROFESSIONAL EXPERIENCE:
Horwath Hussain Chaudhury & Co.
In House Admin Officer


                                             Aug 2014 to Dec 2015
· To manage, organize and arrange office events and functions.

· Regular checking of office supplies and fulfillment of related deficiencies.

· Responsible to ensure the cleanliness of office premises.

· To make and confirm the, reservations with hotels and air travel agencies.

· Ensuring the entertainment of guests.

· Checking and ensuring the availability, cleanliness and Durability of office crockery.

· Communication and correspondence with different vendors and Suppliers for placing orders.

· Processing the invoices of vendors and keeping record of it.
· Responsible to ensure timely delivery of courier.

· Maintenance of employees’ personal record and data for office. 
· Check and review the record of incoming and outgoing person in the office and also signing off the record on daily basis.

· Maintenance and cleanliness of staff uniform.

Horwath Hussain Chaudhury & Co.

Front Desk Officer
 



                                  Feb 2012 to Aug 2014
· Handle internal exchange (PABX).
· Transfer calls to appropriate staff.
· Maintain attendance with using Biometric software. 
· Provide weekly and monthly attendance of staff to Managers and Partners.
· Handling/Follow-up mails and sorting for different departments.
· Maintenance of clients’ contacts record and index for office.

· Receiving and greeting guests.
 (Safi Impex)
Front Desk Officer 



                                               Dec 2009 to Jan 2012
· Customer’s satisfaction with product knowledge as per SOP’s.

· Handel internal exchange with incoming or outing calls.
· Transfer customer calls to appropriate staff. 

· Complete call logs and reports.
· Collection and records of sales revenue. 
Achievements: 

· Gold Medal in Naat Competition.

                                            
         2003
COMPUTER SKILLS:

· MS Windows & Office (Word, Excel, Power Point, and Outlook Mailbox).

· Internet surfing.
· Effective Communication, Presentation skills.

· Strong Analytical Skills.
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