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 Zubair 
PERSONAL PROFILE :
Mobile: Whatsapp +971504753686 / +919979971283



Email id:  zubair.302441@2freemail.com 
Resident:      Rasal Khaimah, United Arab Emirates

Nationality: Pakistani
DOB: 15-08-1989

A highly competent, motivated and enthusiastic Administrative Assistant with experience of working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well-presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems.

Having two years successful experience as an Admin Assistant in United Arab Emirates through the contract of 
AL- SAHRAA Recruitment Services with MOH (Ministry of Health) in Ibrahim Bin Hamad ObadiahAllah Hospital
( Saif Hospital) Ras Al Khaimah.

Currently, I am looking for a suitable position with a reputable and ambitious company.


(United Arab Emirates)
Al Sahraa Recruitment – Company
ADMINISTRATIVE ASSISTANT                                                           Jan 2014 - Present 

Working as part of a team and supporting the office manager. Responsible for the day-to-day tasks and administrative duties of the office including covering the reception area. 
Duties:

· 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 filing. 

· Faxing, printing, photocopying, filing and scanning. 

· Monitoring inventory, office stock and ordering supplies as necessary.

· Updating & maintain the holiday, absence and training records of staff. .

· Creating and modifying documents using Microsoft Office. 

· Updating, processing and filing of all documents.

· Register and update the patient details in the hospital systems.
· Update the treatment history of patients in their files
· Prepare the letters and forms as per the administrative requirements
· Administer the ‘‘Wareed System’’ for prepare the patient identity number and code
· Scheduling the consultation with the doctors for the patients
· Reroute calls to appropriate people
· Dealing with the attendants in the hospital
· Completing the formalities for discharge the patient from the hospital and updating the record
· Managing the daily census of patients

· Certificate of Appreciation has been rewarded by Ministry of Health (MOH) UAE on valuable contribution in the process of getting JCI (Joint Commission International) accreditation for Ibrahim bin Hamad Obaid Allah Hospital while working as an Admin Assistantin Emergency Medical Department.
· Successfully Completed eight weeks internship at “The Punjab Provincial Co-operative Bank Ltd”got Certificate of Appreciation with excellent remarks in the field of Business Finance Management.
· Got 4 Years English Proficiency Certificate by Virtual University of Pakistan

· Strong organizational, administrative and analytical skills. 

· Excellent spelling, proofreading and computer skills. 

· Ability to maintain confidentiality.

· Excellent working knowledge of all Microsoft Office packages

· Ability to produce consistently accurate work even whilst under pressure. 

· Ability to multi task and manage conflicting demands.

· BS Business Administration (4 Year’s Degree)                               2012
· Specialization with Finance from “Virtual University of Pakistan “.
· Bachelor of Science in Business Administration                               2010
· Business Administration from “Virtual University of Pakistan”.
· Diploma in Commerce
2007
· Technical Education and Vocational Training Authority (TEVTA) Lahore, Pakistan
· Computer Application Diploma                                                           2007

· 6 month’s computer application course 

· HSSC                                                                                                           2005
· Board of Intermediate and Secondary Education Dera Ghazi Khan, Pakistan.
Completed Training Program’s
· Internship Training in Business Finance & Management
· Cerner Millennium Healthcare Management (Wareed Ministry  of Health UAE)

· English  (Excellent in Reading, Writing, and Speaking)
· Urdu   (Native Language)
· Arabic (Basic Level of Understanding)
· Hindi  (Good  Level of Understanding)
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