
CAREER OBJECTIVE:
Eager to become competent professional and utilize constructive energy. Have a creative vision to aggressively and responsibly handle the present and future needs of the organization through dedication and commitment to the profession.

PROFESSIONAL WORK EXPERIENCE: 
Organization:


EFU Life Insurance. (Pakistan)
Tenure:



August 2016 – Till Now

Designations:


Branch Administrator
Responsible for all the administrative processes within the Office, as well as providing general secretarial support to enable the smooth and effective running of the office.
Responsibilities:




· Following standardized company procedures relating to all aspects of Office performance.
· Answering incoming calls in a professional manner.
· Maintaining suitable and sufficient office stationary levels.

· Establishing stationary requirements for the Office.
· Resourcing of candidates and appropriately advertising for and recruiting place-able staff.
· Updating databases with confidential and relevant information.
· Sourcing candidates C.V’s from various job boards or other media sources.
· Ensuring that all information and documentation is compliant with guidelines of the Data Protection Act.
· Arranging interviews and confirming interviews by email.
· Coordinating and communicating social activities for the Office staff.
ACADEMIC EDUCATION:






EXAMINING BODY:




YEAR
· Matriculation


Board of Intermediate Education, Gujranwala

2008
· Intermediate in Commerce

Board of Intermediate Education, Gujranwala

2010

· Bachelor of Commerce


Punjab University, Lahore




2012

· MBA (Finance)


Sargodha University




2016
· B.Ed



Allama Iqbal Open University



2016
COMMUNICATION AND INTERPERSONAL SKILLS:
· Outstanding command over verbal and non-verbal communicative & interpersonal skills.

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Confidently able to work independently or in a team to deal effectively with educators & employees.

· Flair to organize & prioritize tasks to meet deadlines.

· Ability to manage multiple projects with minimal supervision.

· Have a good level command over English and Urdu Languages.

CERTIFICATION/ ADDITIONAL SKILLS:

· Cerified Office  Management
(Ms word, Excell, Powerpoint)                                           TDCP-Gujranwala
· Internet E-mails, Scanning, Printing & Window Operating system
· Six Months Internship from Sindh Bank Limited & also have Banking Experience from FINCA Microfinance Bank


                   
INTERESTS AND ACTIVITIES:

Interested in reading  novels, Event Management and listening music. Furthermore I like to watch movies  in my leisure time.
PERSONAL INFORMATION:

Date of Birth

:
June, 02, 1992
Religion


: 
Islam

Gender                                  :               Female
Marital Status                      :              Single

Language Known                 :              English, Urdu &Punjabi   [image: image1.png]



Sanam 


Email:      � HYPERLINK "mailto:sanam.337899@2freemail.com" �sanam.337899@2freemail.com� 














