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SOBIA
United Arab Emirates. 
DOB: 07th Feb, 1989 • Nationality: Pakistanian   
E-mail: sobiai.332007@2freemail.com
	PERSONAL STATEMENT

	
	Major strengths include leadership qualities, communication skills, team player, dutiful, strong affinity for information technology. Always willing to learn new tasks & skills and flexible towards responsibilities.

	academic qualification

	
	2011-2013             Muhammad Ali Jinnah University, ISB                             MS
· M.S in Finance – CGPA: 3.40
· Thesis titled: "Foreign Institutional Investors’ (FII) Investment in Pakistani Equity Market and Stock Market Volatility"
2007-2010        National University of Modern Languages, ISB             BBA(Hons)
· Bachelor of Business Administration (CGPA: 3.43)

	experience

	
	Sep2015-till date
IGI LIFE
Islamabad
· Working as a Banc assurance Sales Coordinator
· Build and maintain excellent relationships with the partners bank officials, promoting sales and achieving targets, prepare monthly payroll, training branch staff on documentation requirements of insurance products, make monthly, half annual and annual financial and budget reports, providing all possible support to the allotted cluster of Banks branches in prospecting life insurance business from their customers including the walk-in customer.
Sep2014-Aug2015
OMID
Islamabad
· Worked as an “Accounts and Finance Officer” with ‘Optimum Material & Instructional Development’.

Jan-Aug2014
Health Tec
Rawalpindi

· Worked as an “Accounts and Administration Officer” with Health Tec largely in supply orders, raising cash and sales tax invoices, sales ledger, purchase orders, reconciling supplier statements, investigating and resolving queries relating to invoices and supply orders, general accursed administration as and when required. 
April 2014    21st Biennial International Cardiology Conference, Quetta  Islamabad                       
“Hosted” 21st Biennial International Cardiology Conference, Quetta (25th, 26th & 27th of April, 2014) at Serena Hotel Islamabad
Feb-April 2014                      Pakistan Cardiac Society                               Islamabad
Worked as a “Chief Organizer” of 21st Biennial International Cardiac Conference. Provided full service management for conference including; selecting the conference location, invitation to the delegates and doctors, registrations, handled the Calls for papers through the selection and review of every paper. Assists in the scheduling of session rooms and helping with local arrangements for the program, funding, sponsorships, made bookings for suites and stalls, accommodation, transport, audiovisuals, reporting and approvals.
Jun-Jul 2010             Askari Bank Ltd, Jinnah Avenue Branch                 Islamabad

· Worked as an “Intern” with Askari Bank Ltd, largely in Accounts section, Accounts Opening, Clearing, Deposits and Credit departments etc. 
May 2009              Ministry of Economic Affairs and Statistics                Islamabad

· Worked as an organizer ‘Usher’ in 3rd Regional Economic Cooperation Conference on Afghanistan: an initiative dedicated to the exchange of ideas, business collaboration and economic cooperation.


	skills

	
	Proficiency in English and Urdu language, MS office 2010, In-page and Typing Tutor.  Diversified Skills include client relations, office administration, event’s organizer and Recruiting. Able to provide employers with administrative support and professional communication skills. Excellent phone and digital communication skills. 


	INTERESTS

	
	Exploring different horizons of knowledge through Internet surfing and Socialization.

	REFEREES

	
	Shall be furnished on request. 
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