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Personal Information:
Nationality: Pakistani
Date of Birth; Sep 3, 1991
Objective:
Proactive, highly skilled administration professional with four years’ hands-on experience in diverse office environments. Working knowledge of diverse office procedures, admission and visa processing policies plus HR. Strong ability to truly orchestrate smooth business operations. As a passionate individual with excellent administrative acumen, I am looking for a position where I am sure of my ability to manage the office’s core business functions with absolute integrity.
Areas of Strength:
•   Microsoft Office – Power Point, Word, Excel and Outlook

•    Ability to manage multiple-tasks

•   Excellent written/verbal communication skills

•   Strong decision-making skills

•   Positive attitude: Adaptable and Flexible 
   Professional Experience:
                       Ed-Foreign Lahore, Pakistan:  
                                           Position: Visa Processing Officer & HR 
                                          Period: Jan 2015 – Till date 

Responsibilities:
.                

                             •    Online/Offline form filling for Different Universities Colleges and Universities of 
                                   Australia, USA, Canada and Ireland.
                             •    Prepare visa file for students going to Australia, USA and Ireland.

                             •    Research and promote study abroad opportunities.
                             •    Solve customers’ queries via mail, telephonic.  
                                   •    Compile and update employee records (hard and soft copies)
                             •    Process documentation and prepare reports relating to personnel activities (staffing,
                                   recruitment, training, grievances, performance evaluations etc)                           

                             •    Coordinate HR projects (meetings, training, surveys etc) and take minutes
                             •    Assist in payroll preparation by providing relevant data (absences, bonus, leaves)
                             •    Schedules meetings and interviews as requested by HR Manager.

Wateen Solutions Lahore, Pakistan: 

                        Position: Manager (Admin)
                       Period: December 2013 – November 2014
Responsibilities:
                             •    Create and maintain active files

                             •    Plan meetings and conference calls and arrange and manage meetings

                             •    Order office supplies and equipment

                             •    Maintain weekly schedules for employees

                             •    Handle and screen telephone calls, routine mail and reallocate as required

                             •    Process client orders, invoices and payments

                             •    Perform basic bookkeeping activities

                             •    Manage front office operations

                             •    Liaise with local authorities and vendors
Print View Technologies Lahore, Pakistan:
Position: Assistant Manager (Admin)
Period: January 2010 – August 2012
                       Responsibilities:

•
Official correspondence, documentation and creation of reports

•   Planned business meetings and conferences
•
Order office supplies and equipment
•     Maintain weekly schedules for employees
•     Handle client services & support
•
Process clients’ orders, invoices and payments
•     Maintained books of accounts

•     Managed front office operations
     Certificates:
               Bank Al-Falah Limited Lahore, Pakistan: 
                        Position: Former Internee
                       Period: October 2013 – November 2013

                  Main Emphasis:


                 •    Account Opening
                             •    Remittances
                             •    Clearing
                             •    Accounts
                             •    Credits
                             •    Trade Finance

         ORASOFT International Lahore, Pakistan: 
                        Course: ORACLE R12 (E-Business Suite)
                       Period: September 2011 – October 2011
                  Main Components:

                 •    System Administrator
                             •    General Ledger
                             •    Accounts Receivable
                             •    Accounts Payable
                             •    Essentials for Implementers
      Educational Background:
         Virtual University of Pakistan:
•   MBA (4 Semesters Completed)
•   Period: 2010-2012 (Freeze)
       University of the Punjab Lahore, Pakistan:
•   Bachelor of Commerce (IT)
•   Period: 2007-2009
        
                BISE Board Lahore, Pakistan:

                             •   Intermediate (General science)
                             •   Period: 2005-2007
              BISE Board Gujranwala, Pakistan:

                             •   Metric (Science)

                             •   Period: 2003-2005
     Languages:
  Urdu-read-write-speak (Expert)
  English-read-write-speak (Advanced)
  Punjabi-read-write-speak (Expert)

     Hobbies:
   Reading books, browsing
