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CURRICULUM VITAE
Mr. SAEED
SAEED.271771@2freemail.com  

Career Objective











A conscientious and professional CLERICAL & SECURITY duties with extensive experience in Administration, Accounting, Human Resource, Secretarial and Security Guard/Supervising roles, currently seeking a new position as above mentioned Functions. A highly organised and efficient individual, whose thorough and precise approach to projects has yielded excellent results. Recent achievements with my current employer include the implementation of an innovative working system. 

Personal Summary











An efficient, organized and approachable person who is always willing to help work colleagues out. Possessing fast and effective all clerical skills, and having a strong administrative background with knowledge of the latest office management techniques and experience. Always happy to do the mundane office duties as well as the more exciting work. Having a comprehensive understanding of attending meetings, preparing agendas, and maintaining departmental electronic and manual filing systems. Presently searching for a suitable any clerical & secretarial role with an exciting and progressive company.
Summary of  Skills












a.
Experience in handling clerical duties, data entry, word processing, and drafting official 
correspondence.

b.
Strong organizational, multi-tasking, and customer service skills
c.
Adept in writing and speaking in business language.
d.
Ability to scan document, use computer, office equipment, and perform bank duties.

e.
Excellent knowledge of booking, payroll.
f.
Planning and organizing.


g. 
Attention to detail.



h.
Problem-solving.



i. 
Teamwork & Supervising.


j. 
Customer service orientation

k.
Communication skills.
l.
Skilled in background checking of prospective candidates.
m.
Organizing Skills. 

n.  
Reporting and Feedback Skills. 
o.
Presenting Skills. 

p.
Fully qualified first-aider
Computer Skills












· 40 words per minute typing.

· Proficiency in all areas of Microsoft Office.
· Operate windows 7/98/2000/XP.

· Installation, System maintenance.

· Internet. 
Accounting Clerk/Security Soldier (Non Commission Officer) 
Headquarters Pakistan Coast Guards (Security Armed Forces), Karachi Sindh, Pk
10 April 2012-Present
Achievements/ description and responsibilities: -

· General accounts receivable functions 
· Prepare and submit customer invoices

· Code, post and receipt payments
· Prepare and coordinate deposit activities

· Perform all necessary account, bank and other reconciliations

· Monitor customer accounts for nonpayment and delayed payment
·  General accounts payable functions
· Check, verify and process invoices

· Prepare payments for signature

· Sort, code and enter accounts payable data

· Analyze discrepancies and unpaid invoices

· Maintain vendor files

· General Payroll functions
· Collect, confirm and process timesheets and overtime

· Verify taxes and other deductions

· Prepare and distribute payroll checks

· Track employee vacation and sick time

· General support functions
· Update, verify and maintain accounting journals and ledgers and other financial records

· Assist in month end reporting procedures

· Find and use accounting data to resolve accounting problems and discrepancies

· Track and audit petty cash.
· Assist with employee expense reports.
· Perform filing and general administrative tasks

· Liaise with other departments/customers vendors
· Scan and filed documented electronically as well as physically

· Drafted warning letters for not maintaining discipline in the workplace and lower 

productivity.
· May be performed as General Clerk & Security purpose due to armed trained.
Secretary/Admin Clerk/Security Soldier (Non Commission Officer) 
4 Battalion of Pakistan Coast Guards (Security Armed Forces), Pasni Balochistan, Pk 
01 June 2008 to 09 April 2012.
Achievements/ description and responsibilities:-
· Responsible for providing secretarial and administrative support to all parts of the 

business. Other tasks include covering the reception area at lunchtime and during 

holiday periods, meeting and greeting visitors, answering their queries and dealing 

with deliveries. 

· Filing, archiving, photocopying, scanning and faxing documents. 

· Screening calls and taking messages. 

· Creating invoices, filing receipts and dealing with all financial documentation. 

· Making travel and accommodation arrangements for Company senior officers. 

· General ad-hoc duties such as ordering stationary, making tea, and tidying the office 

area. 
· Examine correspondence and reply as instructed.
· Receive telephone calls and direct as and where necessary.
· Maintain schedules and follow ups.
· Organize events both internally and externally.
· Maintain filing and inventory procedures.
· Direct visitors to appropriate staff members / May greet and assist visitors.
· Respond to public inquiries.
· Preparing correspondence and documents from digital dictation. 

· Handling confidential information in line with the firms data security protocols.
· Compiles and maintains records of business transactions and office activities of 

establishment, performing variety of following or similar clerical duties and utilizing 

knowledge of systems or procedures, Copies data and compiles records and reports
· Opens and routes incoming mail, answers correspondence, and prepares outgoing mail.

· May Receives, counts and pays out cash. 

· May take dictation; prepare payroll; keep books and purchase supplies.

· Arranged of business travel, including flights, accommodation, visas, appointments 

and itinerary

· Performed routine administrative tasks for the department.
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· Maintaining diary for the team, including arranging appointments and providing 

supporting information for those meetings.

· Responsible for preparation of expense reports and reimbursement request such as 

travel expenses, etc.

· Provide assistance or secretarial services to the team

· Answering the telephone (internal & external), taking messages or handling enquiries 

when necessary

· Maintenance of filing systems. 
HR Clerk/Assistant/ Security Soldier (Non Commission Officer)
Headquarters Pakistan Coast Guards (Security Armed Forces), Karachi, Sindh, Pk 
13 August 2004 to 31 May 2008.
Achievements/ description and responsibilities: -
· Answering a multi line telephone system.

· Updating various Excel spreadsheets for employee benefits and various companies related 

spreadsheets.

· Process new employees through the company orientation program which includes company 

rules, regulation, culture, etc.

· Helping employees with insurance claims. 

· Assisting safety manager in the wellness program, safety incentive program and workers 

compensation claims.

· Maintaining personal files of employees and documentation.

· Handling leave records and attendance system with the HR manager.

· Working with the plant supervisors, and managers to bring in people who would be 

dedicated in helping us continue to manufacture.

· Explaining the policies, procedures, benefits, and what will be expected from them as new

employees.

· Making sure that every employee is aware of safety procedures before they start work at the 

facility.

· Safety orientation for outside contractors who are brought in to perform services at the plant.

· Insuring that all contractors have the proper documentation on file before they begin a project.

· Working with the Corporate HR manager, carrying out disciplinary actions with an employee.

· Processed the weekly garnishments and payroll deductions.

· Collecting background information on employees shortlisted for hiring

· Drafting appointment letters and collected a photocopy duly signed by the employee

· Providing employee handbook and instructed employees to follow whatever is written

· Sorting resume and informing prospective candidates about selection for an interview

· Maintaining hardcopy and electronic records of employees and updating them as required.
· Assisting in the immunization drive carried out by the company for protecting employees 

from common contagious diseases.
· Coding and marking dates of hiring, termination, change in designation, etc. in the system.
· Interacted with and solved employees problems regarding late credit of salary, 

transportation, medical insurance, etc.

· Monitored timekeeping systems and marked late coming, excess absenteeism, and 

half-days.
· Scan and filed documented electronically as well as physically

· Drafted warning letters for not maintaining discipline in the workplace and lower 

productivity

· Secured hard-copy and electronic files in drawers with lock and alpha-numeric password.
· Performed drug screen, driving violation, and background check

· All type security related duties i.e. Guard, Supervising of Patrolling if necessary required 

in emergency or shortage of manpower in organization/Camp due to a trained soldier.
Education












· Degree

Bachelor Degree (BA Economics) 
Grade 

2nd Division in 2007 (GPA -2.0)
University 

Shah Abdul Latif University Khairpur 
Extra Qualification










· Course

Basic Military Physical Training & QRF (Quick Re-action Force)

Institute

Coast Guards Training Center Karachi, Pakistan
Year


Aug 2004 to Jan 2005 
· Certification

Clerical Course (All Type)
Institute

Army School of Logistic Kuldana Murree

Year


Jul 2007 to Oct 2007

Hobbies & Interests










 Gardening, Remodeling, Computers, Reading the books
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