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OBJECTIVE:

As a graduate seeking an entry level opportunity in expansively growing organization, over 2 year experience in Admin Assistant, sales supervisor, purchase supervisor, warehouse supervisor, hands on work in a similar field capacity. I have capacity to work as an office administrator.
PROFESSIONAL SKILLS:

· Documentation, quick books and MS office proficient,  proofreading, organization, meeting support, filling, support, travel arrangement, dedicate team player,

·   Marketing, issue resolution, team supervision  

· Sales experties, purchase experties, Team player, Teller and retialer

· Shorp problem solver

· Service-oriented, Energetic work attitude 

· Good command over MS Office (Power Point & Word) email, internet and lan
· Good Communication and presenting Skill
PROFESSIONAL EXPERIENCE:
Administrative assisitant in Ayesha real estate agency
RESPONSIBILITIES:
· Assisted with event planning

·  Schedule executive travel and logistical arranegments 

· Drafted meeting agandas, supplied advance matrieals, and executed follow-up for  meetings and team conferences

·  Prepared homes for open house, picked up supplies, and sent invitation to  pontential buyers

· Create invoicees and process customer payment 

· Obtained signatures for financailly documents

Dewan wholesale Shop off child food and electronic toys As a Sales Supervisor:
RESPONSIBILITIES:
· Relationship building;
· Researching the market and related products;
· Presenting the product or service favorably and in a structured professional way face-to-face
· Acting as a contact between a company and its existing and potential markets;
· Challenging any objections with a view to getting the customer to buy;
· Attending team meetings and sharing best practice with colleagues;
Bismallah child toys and food warehouse supervisor: 

RESPONSIBILITIES:
· Responsibilities of incomeing and outgoing toys and food.

· Maintanence all matrail in warehouse according to space.

· Keep record of All labour and toys and food. 

 ACADEMIC QUALIFICATIONS:

	Degree/Certificate
	University / B.I.S.E 
	Grade/Division
	Year

	B.S (Electronic)
	University of Sindh 
	(First Division)
	2012

	HSC (Pre-Engineering)
	 B.I.S.E Larkana 
	“B”


	2008


	SSC (Science)
	 B.I.S.E  Larkana 
	“A”
	2006


COMPETENCE IN SPOKEN & WRITTEN LANGUAGES:
English      
Read, Write & Spoken.  
Urdu          

Read, Write & Spoken.
Sindhi                   Read, Write & Spoken.

PERSONAL PROFILE:

· Date of Birth:


03 April 1991
· Religion:


Islam

· Nationality:


Pakistani

· Marital Status:

Single

