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	objective

	Looking to secure a job in a highly reputable company that will allow me to further my career path. I would describe myself as an energetic and presentable highly motivated, creative and organized individual. If given a chance I will serve your institution with the best of my capability


	educational qualification

	
	2003 - Intermediate (Karachi Pakistan)


	Professional Training

	
	1995     Typewriting – Marie Theresa Institute of Arts & Crafts

1996     MS Office – First Women Computer Centre


	WORK Experience

	JUNE 2015 – MARCH 2016
	MSC Agency Pakistan (Pvt) Ltd, Karachi - Pakistan

As Admin Executive 

· To attend incoming calls and transfer to the concerned staff

· To maintain log of incoming calls.

· To keep record of dialed numbers.

· To greet guest and guide them to the relevant department or staff

· To receive incoming courier, maintain record and get it delivered to the concerned departments.

· To dispatch outgoing courier, keep record of Leopard, OCS and DHL and track mails if required.

· To book conference / huddle rooms as and when required and maintain record.

	
	

	Dec 2013 – NOV 2014
	Grant Thornton Consulting (Pvt) Ltd, Karachi – Pakistan 
As Receptionist

· Welcome visitors by greeting them, in person or on the telephone; answering or referring inquiries. 
· Maintain safe and clean reception area by complying with procedures, rules and regulations. 
· Receive, direct and relay telephone messages and fax messages.

· Receive and maintain log of incoming and outgoing mails 
· Maintain attendance register, leave record of the staff

· Perform other related duties as required, assisting in Administration work as maintenance and other day to day requirements of Administration / HR department


	
	

	Sept 1999 – 
Feb 2013            
	Saudi Pak Leasing Company Limited, Karachi - Pakistan
Executive Secretary to the CEO 
· Plans, coordinates and ensures the CEO's schedule is followed and respected. Provide administrative and clerical support to departments or individuals. Coordinate with Administration for office management activities.

· Works closely and effectively with the CEO to keep him well informed of upcoming commitments and responsibilities, following up appropriately
· Schedule meetings and arrange conference rooms.

· Alert CEO and Senior Managers about cancelations or new meetings.

· Manage travel, hotel arrangements 
· Prepare correspondence and stuff mail into envelopes.

· Arrange for outgoing mail and packages to be picked up.

· Responsible for maintain of official and confidential CE Secretariat files.


	 Oct 1995 to 

15 Sept 1999             
	St. Anthony’s Boy’s Secondary School, Karachi - Pakistan
Office Assistant

· General Secretarial duties / assisting the principal in daily school activities. 

· Maintain personal files of employees and office records 

· Attending phone calls 

	
	

	skills

	
	· Proficient in Microsoft Office  (Word, Excel, Power Point, Outlook) 
· Verbal and written Communication skills
· Good Listener
· Customer Focus
· Handles Pressure / stress tolerance


	Short Courses

	
	· July 2012 - Attended One day conference for Executive Secretaries organized by Terrabiz Group
· January 2013  - Attended One day Conference for Executive Secretaries & Pa’s organized by Octara (Pvt) Ltd

	Other Activities

	
	· Member of Distinguished Secretaries Societies of Pakistan (DSSP) 
· Worked as volunteer for assisting in a 6 week mentorship Programme organized by the 22nd ASA Congress Project Committee of the DSSP July 2014


	Languages

	
	English, Urdu, Punjabi and Hindi


	Interests

	
	Listening music, internet browsing, socializing with friends


	PERSONAL DATA

	
	
	
	

	
	Place of Birth
	:
	Kuwait

	
	Date of Birth
	:
	19th August 1977

	
	Nationality
	:
	Pakistani
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