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CAREER OBJECTIVE
Resourceful and accomplished individual with 09 years’ comprehensive secretarial & HR Executive (local & International) experience in fast-paced environments. Diverse tier-one customer care skills as well as exceptional clerical expertise. Very effective in providing administrative support activities compliant to department’s mission and procedures.
PERSONAL SUMMARY
· Over Nine year’s progressive experience as secretary and administrator in multinational companies.
· Well familiar with secretarial, HR and other office practices, business correspondence.

· Strong interpersnal skills, interfacing effectively with Managers and external contacts.

· Exercising discretion when dealing with confidential information.

· Good oral and written communication and word processing skills.
· Proficient time management and organizational skills.
· Responsible, self-motivated and a good team player.

· Competent and a quick learner.
· Accuracy, Excellent organizational skills, Confidentiality, Planning and Time management

· Initiative,Reliability,Stress tolerance & Customer-service orientation.

· Also can type letters in Arabic.
Career Summary
PAЇR (Pak Iran) Investment Company Limited– June 2015 to date
Secretary to MD/ CEO – Karachi - Pakistan
ADONIS DECOR L.L.C (Arackal Group) –  – August 2014 to Dec - 2015.
HR Incharge & Secretary to CEO – Dubai – UAE –
Responsibilities related to HR:
· Looking after of all day to day activities of HR department including recruiting, memo issuing, and all other jobs.
· Arrange all documents for Employment Visa and fulfil other requirments coordinating with LOCAL PRO to complete the process.
· Maintaining and preparing new staff record files and update them on reqular basis.

· Maintain leave records of all employes and keep proper check when to send return ticket to employee to rejoin office after finishing their leaves.
· Keep proper check on expiry dates of employee’s visa’s , medical dates, Passports and other legal documents and take action accordingly.
Responsibilities as Secretary:
· Providing secretarial services to the CEO by preparation and distribution of mail, handling verbal & written correspondence, drafting & typing letters, keeping record of appointments & calls, providing confirmation to invitations, filing & record keeping, sending faxes & scanning documents.
· Making minutes of all meetings, distribute them and keep proper followup with concern department until the completion of job / projects.
· Keep proper record of coordination with clients and commitments and send reminders as and when required.
· Dealing with vendors (advertising agencies & suppliers), follow up for the job completion.
· Scheduling meetings, attending calls from clients, presenting a professional and courteous image to clients and other outside parties.
· Follow up with all departments to complete their assignment given to them by CEO until its done.

PAЇR (Pak Iran) Investment Company Limited– August 2012 to July 2014
Secretary to MD/ CEO – Karachi - Pakistan
Responsibilities:
· Providing secretarial services to the Managing Dirctor / CEO by preparation and distribution of mail, handling verbal & written correspondence, drafting & typing letters, keeping record of appointments & calls, providing confirmation to invitations, filing & record keeping, sending faxes & scanning documents.
· Making all travel arrangements from visa processing to air ticket and hotel reservation.
· Providing professional, competent secretarial and effective administrative and organizational support.
· Creating and amending confidential documents, correspondence and emails, high degree of accuracy.
· Maintaining a high degree of tact and diplomacy as pre-requisite of the job.
· Deals with the vendors & order office supplies, look after telephone board and maintain attendance when Admin assistant /receptionist is on leave.
· Responsible of all activities of MD sectraite.
Orient Advertising (Pvt) Ltd.– June 2010 to December 2011
Secretary to the Regional Director – Karachi - Pakistan
Responsibilities:

· Attending indoor and outdoor clients meeting with RD (Regional Director).
· Making minutes of meetings and distribute them accordingly.

· Providing professional, competent secretarial and effective administrative and organizational support to the Regional Director.
· Creating and amending confidential documents, correspondence and emails, high degree of accuracy and often meeting with tight deadlines.

· Maintaining a high degree of tact and diplomacy as pre-requisite of the job.

· Scheduling meetings, attending calls from clients, presenting a professional and courteous image to clients and other outside parties.
Dubai Islamic Bank Pakistan Ltd. - October 2008 to May 2010
Processor - Consumer Banking – Home Finance -– Karachi - Pakistan
Responsibilities:

· Participate & coordinate on daily basis with RO’s, TM’s and RM’s.

· Call to customer to maintain Customer relations and for preparing of Vigilance Report.

· Discussed cases related issues with RO’s (relationship officers)
· Received complete file of customers from RO’s then working on it on daily basis and submitted to Credit (CIU) department for further process.

· Resolving the discrepancy of submitted cases by negotiating with customers and TM/RO on urgent basis with the concern department.

· Preparing and maintain MIS as per requirement of RSM, RM, TM and Relationship Officers.

· Coordinating with External Agencies which are legal, appraiser and income estimation firms. Co-ordination with sales team for resolution of discrepancies with strong follow up.

· Attained product knowledge through training sessions.

Regent Plaza Hotel - May 2006 to September 2008
Secretary to the Executive Director- Karachi - Pakistan
Responsibilities:

· Providing professional, competent secretarial and effective administrative and organizational support to the top management.
· Creating and amending confidential documents, correspondence and emails, high degree of accuracy and often meeting with tight deadlines.

· Maintaining a high degree of tact and diplomacy as pre-requisite of the job.

· Scheduling meetings, attending calls from clients, presenting a professional and courteous image to clients and other outside parties.

· Organising travel arrangements & provide general secretarial assistance to MD & ED.
· Advertising and E-marketing
· Arranging job interviews with MD & ED.
Unilever Pakistan– December 2004 to May 2006
Outlet Manager (for Super market) - Karachi - Pakistan
Responsibilities:
· Monitoring & supervising all merchandisers in Super market working for Unilver Pakistan.
· Monitoring & supervising all promoters of Super market working for Unilver.
· Maintain CR with customers to know their feedback.

· See all promotional activities of the company.
· Placing Purchase orders for the company.

· Managing all Unilever stock in warehouse of supermarket.
EDUCATION & COMPUTER SKILLS
· Masters in International Relations from University of Karachi - 2013
· Proficient with all Microsoft Office packages such as MS Word, MS Excel, PowerPoint, MS Outlook, and Internet & E-mail etc.
· Can type ARABIC.
PROFESSIONAL QUALIFICATIONS
· Basics of BUSINESS ENGLISH course from Pakistan Institute of Management – January2016
· IELTS from British Council – April 2008

· Executive Secretary Course from Pakistan Institute of Management – November 2007
PROFESSIONAL TRAININGS
·  “Compliance” Training (ONLINE) – DIB
· “AML & KYC” Training (ONLINE) – DIB

· “AML (anti money Laundering)” Training - DIB
· Sales Promotion + Customer Handling Training -  Unilever Pakistan Ltd.
· Public Relation + Front Office Training - Hotel Mehran 
PERSONEL:
Date of Birth
:

26 August 1986
Languages 
: 

English, Urdu.
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