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Personal Info:
Gender            :   Female

Marital status :   Married
Nationality      :   Pakistani
Visa Status      :  Hasband visa                                              

Languages       :  English, Urdu

	Pervaiz.335922@2freemail.com
Career Objective     
           Seeking a responsible job with an opportunity for professional challenges and satisfying position commensurate with my work experience and educational background in a progressive and professional organization. To use my skills in the best possible way for achieving the company’s goals..
Education
· Master of Business Administration  (Finance)

          International Islamic University Islamabad  with 3.82 CGPA (2009-2012)
· Bachelor of Commerce 

          Rawalpindi College of Commerce (2007-2009)
Skill
· Smart appearance that represents the Firm’s image.
· Ability to support the team.
· Honest, flexible, autonomous, dynamic, open-minded and self-motivated.
· Ability to carry out any additional duties as directed by the Manager.
Professional Experiences I
Channel Middle East LLC. Dubai                                       

Tenure: Dec 2016- Present
Job Profile: Sales Assistant
Major Working area:

· Services existing accounts, obtains orders, and establishes new accounts by planning
 and organizing daily work schedule to call on existing or potential sales outlets and 
other trade factors. 
· Listening to customer requirements and presenting appropriately to make a sale.
Gulf Circle Marine LLC. Dubai                                       

Tenure: May 2016-July 2016
Job Profile: Internee
Major Working area:
· Worked as internee in sales and operation department.
· Assisting in making quotations for clients enquiries & getting orders from clients
· Controlling and handling documents to their concern departments
Roots International School                                       
Tenure: Sept 2012-August 2014 
Job Profile: Admission Advisor cum Admin Assistant 
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Major Working area:
· Assisting in human resource management, and resolving employee issues 

· Preparing petty cash statement for the daily income and expenses of branch.
· Handling clients regarding admissions, fees & other issues.
· Checking of vouchers like – fees vouchers, Payment Vouchers, Receipt Voucher. 

· Maintain all records and profiles (Activity Notice, Student Profiles, SOS, and Daily Excess Report in separate files).
· Daily Walk-in reports.
· Assist in preparing budget.
· Manage and distribute all information & duties from head office to staff.
· Organized different activies and check workpace of teachers & curriculum handling.



National Bank Of Pakistan                                        
Tenure: May 2010-August 2010 
Job Profile: Internee                                      
Major Working area:
· Clearance Department,Foreign Exchange Department, Pension Department and Accounts Handling.
  Workshops
· 4th International Applied Business Research Conference(LABRC)
Micro entrepreneurship skill enhancement
· Social Research Unit ,IIIE

Experimental Method in Social Research

· Whiz Conference in IIUI

Educating and Handling software’s

· Akhuwat educational program scholar’s workshop Lahore

        Time management and personality development 

· AIESEC LUMS Conference

  Sustainopreneurship& CSR

  Honors and Awards
· Got 50 % scholarship from the university
· High achiever student in MBA
  Reference
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