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RAAHIM 
Objective:
Seeking a rewarding and challenging position with a progressive
 Company where I Can utilize my knowledge and skills I have
acquired throughout my career.

________________________________________________________________
Work Experience:
1. Company  :     AAMINA MEDICAL COMPLEX.(Pakistan)
Designation:Office  Assistant
     Period         :     August 2012, June 2015.

2. Company    :        AL NASSER HOLDINGS LLC. (Abu Dhabi)
Designation:Office  Assistant
Period         :        August 2015 ( Leave Vacancy ).

Duties and Responsibilities:
· Meeting and greeting clients and visitors to the office. 
· Typing documents and distributing memos. 
· Supervising the work of office juniors and assigning work for them. Handling incoming / outgoing calls, correspondence and printing, photocopying, filing and scanning. 
Key Skills & Competencies:
· Excellent working knowledge of all Microsoft word. 
· Excellent spelling, proofreading and computer skills. 
· Ability to maintain confidentiality. 
· Ability to produce consistently accurate work even whilst under pressure. 

· Ability to type at least 35+ wpm

Academic Profile:
· HSSC (Intermediate) F.Sc (2013)
· SSC (Matriculation) Science    (2011)
Personal Details:
	Date of Birth
	:
	07-11-1994
	

	Nationality
	:
	Pakistani
	

	
	
	
	

	Date of Expiry
	:
	23rdDecember2018
	

	Religion
	:
	Muslim
	

	Marital Status
	:
	Single
	


Visa Status                                     :                Visit Visa
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