
Dedicated and focused administrative assistant who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Answers of high volume of incoming calls while handling in person inquiries from client and colleagues. Flexible and hardworking with strong drive to succeed.
PROFESSIONAL PROFILE 
· Possess Total 5+ yrs. experience in Pakistan of administration in different organizations. 
· Presently looking for a better platform where I can utilize my experience and enhance myself in more professional way. 
· Proficient in formulating all around development strategies with accountability for profitability; forecasting and preparing plans for new revenue generation and business stream.  

· Wide Raging experience in interfacing with international principles, vendors professional documentations. 
Highlights 
· Documentations
* Filling 

* Project Management    * Meeting support

· Business writing 
* Organization 

*  LPO & Quotation         * Accounting 

· Supplier account
* Financial Policies 
* Maintain record  
  * Franchise handling 
PROFESSIONAL EXPERIENCE
Organization:

Trading & Installation L.L.C Dubai

Tenure:


29 November 2015 – 15 February 2016

Designation:

Admin Officer 
Responsibilities:
· Preparing the quotations, invoice, receipt & LPO

· Profit & Loss account of every project

· Sending & Receiving the correspondence 

· Maintaining accurate records with coordination of marketing department
· Maintain the completion report of every project
· Answer the phones, sending & receiving mails and fax   

· And all the works related to the admin job 
Organization:
       
Company of Pakistan 

Tenure:


Dec 2010-Jan 2012

Designation:

Administrator
Responsibilities:
· Responsible for maintaining day to day financial, accounting, administrative and personnel services in order to meet legislative requirements.

· Implementation of financial policies and procedures.

· Establish and maintain the supplier accounts.

· Ensure the data is entered into the system.

· Maintain the financial files and records.

Organization:

Educators Institution Lahore Pakistan 

Tenure:


March 2013-August 2015

Designation:

Operation Executive
Responsibilities:
· Responsible for overall performance of assigned group of franchises.

· Answer the operational questions and issues from the franchises. 

· Maintain the communication with all franchise owners on regular basis.

· Analyze franchise performance and provide feedback, guidance, training and encouragement in order to impact results.

· Developing new operations, procedures and policies.

Organization:                Zetech Institution Pakistan

Tenure:                        Dec 2008-Nov 2010

Designation:                 Assistant Accountant
Responsibilities:

· Preparation of Daily cash voucher and up-date record.

· Preparation of salary Slips.

· Handling of Accounts Receivable & Accounts Payable.

· Preparation of Cash Flow statement.  

· Preparation of Bank Reconciliation Statement.

· Preparation of Income Statement.

ACADEMIC QUALIFICATION

· Bachelor of Commerce, Punjab College of commerce Gujranwala. (2008-2010)

· I.COM, Punjab College of commerce Gujranwala. (2006-2008)

· Secondary School Education (Science), Gujranwala Board of Intermediate and secondary Education, Gujranwala.   

IT & PROFESSIONAL SKILLS

· Expert in MS WORD, MS EXCEL, POWER POINT & Outlook.
· Having the Knowledge of Tally sheet software
PERSONAL SNIPPEST

Date of Birth: 

20-Feb-1990
Gender: 

Female.
Address: 

Deira, Dubai
Languages Known: 
English, Urdu and Hindi 
Nationality: 

Pakistani
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