[image: image2.jpg]







AMNA 

Professional Profile
Human Resources professional having more than 2 years of experience in Human Resources and administration with expertise in Recruitment & Selection and administrative operational activities.

Professional Experience
AdminOfficer
Oct 2013-- Oct 2015
Service Industries Gujrat,Pakistan
Responsibilities
· Provided administrative assistance tostaff
· Managed the receptionist area, including greeting visitors and responding to telephone and in-person requestsfor information
· Served as central point of contact for all outside vendors needing to gain access to thebuilding
· Administer employmentagreements
· Maintain the leave managementsystem
· Manage the filing, storage and security ofdocuments
· Respond toinquiries
· Manage the repair and maintenance of computer and officeequipment
· Assist with preparation and advertising of contractdocuments
· Administercontracts
· Update website content using custom-built content managementsystem
· Reconcile expenses and payment of officeaccounts
· All File management Related to Organization and staff

· Manage All Telephone Incoming outgoing calls

·     Keep All precious Record in system andManually
· Moreover dealing with all kind of admin Responsibilities
Admin Officer
Nov2012 to Oct2013
The Educators (Beacon House School System
Responsibilities
· Present a professional, welcoming first contact to all clients, funders, vendors, board members, staff, etc. – by phone, in person, and email. 

· Responsibility for development & implementation of efficient office systems Responsible for keeping office equipment maintained 

· Responsible for organizational functions and general meeting support: including arranging, follow up calls, maintaining office space schedules, securing food and supplies, copying + faxing Responsible for incoming and outgoing mail, shipping and receiving 

· Responsible for maintenance of common spaces for appearance and functionality 

· Provide support for teams: staff travel arrangements and expense tracking, program and stipend supplies, etc. 

· Provide support for Sales team; maintain mailing list, assist with mailings and packets, web updating 

· Provide support for IT department: help monitor staff needs, assist staff with problem solving, assist IT staff as requested 

· Provide support for Human Resources: interview schedule, applicant pool, resume files, orientation, monitoring time sheets 

· Provide support for Finance; monitor staff credit card purchases and documentation, reconcile monthly Record for the staff;
Teacher

, Basic Computer teacher)
(The County Public School (beaocon house school system project) Nov 2010 to Oct2012
Responsibilities:
· Planning and delivering lessons in accordance with Territory curriculum to a range of classes

· Marking work, giving appropriate feedback and monitoring pupils’ behaviour and development

· Liaising with parents about their child’s progress

· Conducting after-school study groups for students

· Preparing students for examinations

· Keeping up to date with any new developments, resources or methods available within the fields of History and English

· Achievements:

· Initiated after school study group for senior students in order to generate discussion on topics of interest or concern

· Assisted in the organization of the annual County public  High School Fun Run

· Arrange Teacher Parents Meeting

· Developed age-appropriate thematic lesson plans to aid child learning

· Fostered a child focused classroom environment

· Conducted meetings of teaching faculty and parents to track child development

· Attended education workshops to hone my teaching skills

· Initiated a creative instruction program that was acknowledged by parents as well as colleagues

· Conducted engaging educational activities that aided students in learning about shapes and colors

· Prepared progress reports to track students’ progress

· Spearheaded a team of colleagues to revamp curriculum

· Education and Specialization  
· Masters of Urdu Gujrat University (Gujrat Punjab)

· B.ED Bachelors In Education (University of Gujrat) 

· ProfessionalDevelopment: Montessori TeachersTraining The EducatorsSchool

Refernce will be provide if required.
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