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    Kanwal 

Kanwal.336466@2freemail.com
Visa Status: Visit Visa

Objective:

Seeking a position in a reputable and dynamic organization, that offers a productive and learning environment. 

Career Summary:
· Sadequain Foundation School Pakistan as a Front desk officer (Jan 2012 to May 2014)
· Assemblies of God Public School Pakistan as a Customer care officer (Jan 2010 to Dec 2011) 


Professional Experience:
· Sadequain Foundation School Pakistan as a Front desk officer (Jan 2012 to May 2014) 

· Communicate With Administrators, Faculty, Students, and Parents

· Keep Records

· Student registrations and class schedules

· Student immunizations

· Bus schedules and routes

· Academic transcripts

· Teachers' classroom assignments

· Payroll processing

· Schedule Meetings

· Employment and Salary Outlook

· Assemblies of God Public School Pakistan as a Customer care officer (Jan 2010 to Dec 2011) 

· Meeting and greeting clients.

· Booking meetings.

· Arranging couriers.

· Keeping the reception area tidy.

· Answering and forwarding phone calls.

· Screening phone calls.

· Sorting and distributing post.


Academic Qualification:

B.COM from Allama Iqbal College for Women Karachi, Pakistan in 2008
· Intermediate I.COM (COMMERCE) from Trinity Methodist college Karachi, Pakistan 2004

· Matriculation from Allama Iqbal girls secondary school Karachi, Pakistan

Seminars:
· Effective Management (2007) One day seminar
· Home & Office for Ladies (how to balance between personal and professional life) (2007) One day seminar

Computer Skills:

· MS Windows XP

· MS Office

· Internet Browsing


Languages:

· English

· Urdu


Personal Information:

Religion:


Christian

Marital Status:

Married
Nationality:


Pakistani

