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Born June 03, 1984….Married.... According to situation, enthusiastic & keen...able to read and interpret situations intelligently and skilled to express ideas clearly and precisely…. confident & quick learner.... strong interpersonal skills….dedicated and responsible…. punctual and able to meet deadlines….ability to work in multi-cultural environment. 
EDUCATIONAL QUALIFICATION


MBA 
University of Central Punjab, Pakistan 
B.Com   (Bachelor in Commerce & Accountancy) 

Punjab University 

Computer:
Proficient in handling modern software of computer, working knowledge of Windows, Windows 95/98/2000/XP/7/8, MS Internet Explorer, MS Word, MS Excel, Ms PowerPoint, Replicon.


(Degrees and certificates will be furnished on demand)  
PROFESSIONAL EXPERIENCE 
·    Worked as Admin Assistant at RTC (Road Transport & Civil Engineering Consultants), , U.A.E. Responsibilities include Preparation of Proposals and  Quotations, Correspondence with Clients through email and telephone, Office Management, Weekly update of ongoing and future projects, conducting project status meetings, Individually handling Replicon software which includes Updating and modifying the projects, Filing and Document Controlling, preparation of office Memos, Updating company and employee records, Inviting quotations and issuing LPO’s to vendors, Ordering and maintaining MOL of stationery items etc.

(From July 2013 to December 2014)
· Worked as Office Assistant at Leader Grate L.L.C, U.A.E. Responsibilities included Maintaining office filing and storage systems, keep filing/document management system for electronic and paper documents organized, monitor and order office supplies, distribute/file all incoming mail, perform errands that assist daily functions: post office, bank, etc. and General reception duties: return calls as appropriate, usually per request.

 
(From June 2012 to April 2013)
·    Worked as Office Coordinator, at Samaka General TransportU.A.E. Responsibilities included Handle all incoming and outgoing correspondence (phone, fax, mails and couriers),preparing all kind of vouchers, making all kinds of letters, LPOs and Agreements, handling daily transactions, i.e.  Accounts receivable and accounts payable, preparing the monthly salary

    
(From April 2009 to April, 2010)
·    Worked as HR Officer at ALICO (American Life Insurance Co.) Pakistan. Responsibilities included Assessing, recruiting and hiring through referrals, Co-Ordination with Managers and Supervisors, maintaining Employee Turnover Record, maintain and ensure compliance with HR policies, ensure timely recruitment of required level / quality of Management staff, focusing on Employee Retention and key Employee Identification initiatives, Prepare information, input for salary budgets and ensure compliance to the approved salary budget.

 
(From May 2010 to February 2011)
CAREER OBJECTIVE
· An individual with strong academic background and experience now seeking to have a middle level position in quality conscious company committed to growth, where I could apply my skills and abilities.
· Analytical and logical, a lateral thinker and problem-solver who uses creativity and apply positive response to pressure and generate effective solutions geared to time-sensitive deadlines.
· An organizer and forward planner accepting challenges and demonstrates adaptability and versatility within ever-changing and demanding situations.
HOBBIES / INTEREST
Listening to Islamic lectures, Internet Browsing and Reading Books/Newspaper
PERSONAL INFORMATION
Languages

:
English, Pashto, Urdu/Hindi and Punjabi 
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