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Objective:
My main goal is to refine my skills & increase my knowledge pertaining to the various aspects of working as a professional. I look forward to working in a friendly, teamwork oriented organization that values hard work & determination.
Professional Summary :
I am inspired most when working in challenging and dynamic roles where there is scope for me to transform Admin/HR strategies and deliver quantifiable business improvements. As an innovative strategist, I align myself with a vision and establish the framework for an environment that embraces change and looks to the future. 

Having successfully managed multi-skilled, teams in complex, matrix environments, I have the ability to inspire and influence others, obtaining their support and overcoming resistance to change. I proactively encourage the adoption of cutting edge technologies, lean processes and methodologies in order to overcome business challenges. 

The type of role that really excites me is one that will utilize my leadership abilities, problem solving skills and track record of success in delivering sustainable operational improvements to help achieve success; one where there is ample scope for progression and that embraces change and innovation. As John F Kennedy said: “Change is the law of life and those who look only to the past or present are certain to miss the future.”
I ensure exceptional attention to detail in everything that I do and I always demand excellence from myself and my team. I have the drive and tenacity to simultaneously manage multiple projects and, with strong commercial awareness, I have an aptitude for driving down costs without compromising on quality. 
CAREER SUMMARY

· Executive Secretary \ Personal Assistant \ Administration officer\ HR Assistant\Office Manager position having more than 10 + years of UAE experience where my excellent communication skills, computer software knowledge and organizational abilities that will be helpful in contribute to the development of the organization with impressive performance.
PROFESSIONAL OBJECTIVE:
· To pursue a career which will imparts continuous learning & experience judiciously.
______________________________________________________________________________
Academic Qualification:
· Passed S.S.C from Peshawar board (Pakistan)

· Passed H.S.S.C from Peshawar board (Pakistan).
· Bachelor of Arts from University of Peshawar PAKISTAN.

· Master in HUMAN RESOURCE MANEGMENT from University of Peshawar PAKISTAN.
WORK EXPERANCE:

Volunteer Experience & Causes

CAUSES HUETTE CARES ABOUT:

· Animal Welfare

· Arts and Culture

· Children

· Civil Rights and Social Action

· Disaster and Humanitarian Relief

· Economic Empowerment

· Education

· Environment

· Health

· Human Rights

· Poverty Alleviation

· Science and Technology
TRAINING PROGRAM FOR THE TRAINEES & CURRENT EMPLOYEES
UNIHP

May 2000 – October 2000 (6 months) Peshawar, Pakistan
· Participate in the planning and execution of the training programs for the trainees and current employees.
· Receive all the job applications, sort and classify based on each profession and store in database for retrieval as and when required and conduct interviews with the qualified candidates.

ASSISTANT PROJECT OFFICER
University of Peshawar 
July 2001 – August 2001 (2 months) K.P.K Pakistan
· To assist the Project manager in preparing consultants and civil engineering/building contracts 
 Prepare project as guided by the Project Manager. 
· Maintaining proper and adequate files, time-sheets and records.  Prepare reports and documents for the Project Manager.

HUMAN RESOURCES MANAGER & SCHOOL ADMIN
F.G School 
March 2002 – June 2003 (2 Years 3 months) K.P.K Pakistan
· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.

· Provide information and assistance to staff, supervisors and council on human resource and work related issues.
· Implementing marketing and advertising campaigns and coordinating marketing events of the school
· Responsible of Fedena the school’s ERP system and its data entry.

TELESALES
Perceptive mind
August 2003 – Feb 2004 (7 months)
HEAD OF DEVELOPING AND TRAINING (volunteer)
UMED
March 2004 – May 2005 (1 year 2 months) Peshawar Pakistan
· I was responsible of the training department, Human resources department and mentors department

HUMAN RESOURCE MANAGMENT /ASSISTANT MANAGER /ADMIN
Perfect Solution LLC.
June 2005 – December 2005 (6 months) Peshawar, Pakistan
· I am responsible of the selecting and recruiting candidates and developing current employees.
· Search and Maintain databank of Suitable CVs for the all Positions

· Screening of Candidates through Telephonic Interviews

· Provide resumes of candidates to management as per their requirement
· Maintain File records of all employees
· Ensure that all employment documents shall be maintained as per the Company’s standard
· Verify references of each candidate before issuing job offer
· Handle & resolve queries of staff in term of their employment
· Maintain data of training evaluation

· To ensure general office maintenance  i.e. housekeeping, pest control, hygiene, electrical, mechanical, sanitary and plumbing, space management, minor or major repairs (carpentry, masonry, furniture, painting, Ac, lift, Ups

· Manage administrative function and establish internal administrative systems and controls.
CUSTOMER SERVICE TRAINEE
NSGB
Jan 2006 – July 2006 (7 Months) Peshawar Pakistan
· I am responsible of the selecting and recruiting candidates and developing current employees
· To prepare monthly consumption of fuel/CNG along with reduction and Excess method.

· To communicate with insurance companies regarding vehicles renewal policies, accidental claims, office 
· Insurance
· Preparation of periodical Financial Statements Monthly & Yearly reporting to Management

· Management of day to day operations of accounts

· Fixed Assets Management
OFFICE ADMIN + H.R MANAGER
FSMS
August 2007 – August 2008 (1 YEAR) Peshawar PAKISTAN
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.
· Directs visitors by maintaining employee and departments directories; giving instructions.
· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributes to team effort by accomplishing related results as needed.

· Provides both clerical and administrative support to professionals, either as part of a team or individually.
· Using a variety of software packages, such as Microsoft Word, Outlook, Power Point, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;

· Manipulating statistical data
· Maintain front desk area
· Maintain office filling and storage system
· Prepare reports, presentation, memorandums, proposals and correspondence
· Assigns jobs and duties to office staff as needed.
· Monitors office operations
· Schedules appointments and meetings for executives and upper level staffs
· Serve as the go-to for the office inquiries and conflicts
· Manage staff schedules
· Maintain inventory and monitoring office supplies
· Retrieve information when needed
· Provide administrative support to ensure the operations are in effective, up to date and accurate manner.
· Resolve administrative problems by coordinating preparation of reports, analyzing data and identifying solutions.
· Oversee all aspect of general office coordination & maintenance.
 OFFICE ADMIN+ H.R MANAGER
FGC 
September 2008 – December 2009 (1 Years 3 Months) Peshawar Pakistan
· Efficient and professional reception 
· General administrative support to all departments
· Provide administrative support to management and the company through conducting and
· Organizing administrative duties and activities including receiving and handling information. 
· Provide secretarial assistance such as - arrange appointments, schedule meetings, receive
· Visitors, screen phone calls, and respond to requests for information.

LPO (Local Purchase Order)


Submittal


Quotations


Letters

· Preparing the Daily Time Sheets of the Laborers.
· Maintain and update files and retrieve relevant information as and when required.
· Maintain database, visiting cards, address, telephone numbers etc
H.R ADMIN 
Pakistan Air Force

Jan 2010 – December 2011 (1 Year 11 Months)
· Installing and configuring computer hardware operating systems and applications. 

· monitoring and maintaining computer systems and networks 

· Maintains database by entering new and updated customer and account information. 

· Tests customer and account system changes and upgrades by inputting new data; reviewing output 

· Secures information by completing data base backups. 

· Providing secretarial, clerical and administrative support .
· Maintains database by entering new and updated customer and account information. 

· Keeps the office organized, makes sure the various appointments and meetings on the schedule are kept straight and manages the flow of visitors or employees who need to see the management staff. 

· Provides a full range of support including assistance with scheduling, word processing, and reception and facilities needs as needed. 

· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities. 
· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.
OFFICE ADMIN / ACCOUNTANT/H.R MANAGER 

AHP
Jan 2012 – March 2012 ( 3 Months ) K.P.K Pakistan
· Achieves maximum sales profitability growth and account penetration within an assigned territory and/or market segment by effectively selling the company’s products and/or related services.
· Effectively works all addresses as assigned to maximize sales activity and increase penetration of all products 

· Compiles daily report of sales contacts, presentations, objections and other sales information as required.

· Maintains accounting records by making copies, filing documents. 

· Reconciles bank statements by comparing statements with general ledger. 

· Maintains accounting databases by entering data into the computer; processing backups. 

· Verifies financial reports by running performance analysis software program. 

· Determines value of depreciable assets by running depreciation software program. 

· Protects organization's value by keeping information confidential. 

· Updates job knowledge by participating in educational opportunities. 

· Accomplishes accounting and organization mission by completing related result as needed.
· Personally contacts and secures new business accounts/customers.  

H.R MANAGER
 National NGO 
April 2012 – August 2012 (5 Months) Islamabad Pakistan
· Verifies financial reports by running performance analysis software program. 

· Determines value of depreciable assets by running depreciation software program. 

· Protects organization's value by keeping information confidential. 

· Updates job knowledge by participating in educational opportunities. 

· Accomplishes accounting and organization mission by completing related result as needed.

· Personally contacts and secures new business accounts/customers.

HONOR & AWARDS                  

· Employee of the Year

· Appreciation Certificate (Event Management)

· Best Cricket Player
EXTRA CURRICULUM ACTIVITIES                   
· Member of DXEN International Pakistan

· Member of Healthy Life Yoga Club
· Member of Social Elevation Network

· Social Welfare

· Animals Protection
GULF EXPERINCE:

· Worked as ADMIN ASSISTANT + H.R MANAGER + CUSTOMER SERVICE MANAGER in BIN KARAM HAJJ & UMRAH, UAE .
· Working as OFFICE MANAGER + H.R ADMIN + CUSTOMER SERVICE MANAGER in WHITE GOLD GENERAL TRANSPORT UAE.
KEY SKILL:

· I am well aware on how to operate MS-Word, MS-Excel and Power Point.
· Working as Executive Secretary \ Personal Assistant \ Administration officer\ HR Assistant\Office Manager \ Admin Assistant.
· Good knowledge of how to use and operate the internet.
· I have 10+ years of office work experience.

· I am well aware about Organization, Financial Software, Reporting Skills, Attention to Detail, PC Proficiency, Typing, Productivity, and Dependability.
· Fluent in Hindi, English, Pashto, Arabic
COMPUTER SKILL:

· 06 MONTHS COMPUTER HARD WARE COURSE.
· ASSEMBLING OF COMPUER , DISEMBLING OF COMPUTER
· INSTALLATION OF HARD WARE
· HARD DISK PARTITIONING
· NET WORKING
· OFFICE AUTOMATION, MS-WORD, MS-EXECL,MS POWER POINT,ETC
· 1 YEAR DIPLOMA IN COMPUTER SCIENCE 
·  WELL KNOWN ABOUT INTERNET, DOWNLOADING,E-MAIL,BROWSING,SURFING,CHATTING
· CERTIFICATE IN E-COMMERCE, HTML,DHTML, ETC
Personal Information:

· Date of birth
:
04/06/1976
· Religion
:
ISLAM

· Nationality
:
PAKISTAN

· Marital status
:
MARRIED

· Address 
:
Peshawar , Pakistan
LANGUAGES:

· PASHTO

· HINDI
· ENGLISH

· ARABIC
REFERENCE:

 Reference will be provided upon request.

[image: image2.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Zain


CV No: 1674906


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








