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Shaista
Email: shaista.337993@2freemail.com 
OBJECTIVE:

Having identified my potential.  I would like to contribute to the growth of an organization, which is able to utilize my dynamic experience and creative skills while offering me a challenging position and a promising career growth.

PERSONAL INFORMATION:

· Date of Birth: 
19/01/1962

· Nationality:
Pakistan


· Religion
:
Islam


· Status:

Married

EDUCATIONAL  QUALIFICATION:


· B.COM Bachelor of Commerce (Karachi University)   
1993-1995

DRIVING LICENSE:

· Valid UAE Driving license 
COMPUTERS

Accounting

· DacEasy

Ms-office
word, excel, PowerPoint
Other courses

· Secretarial skills

· Telephone Techniques

· Pitman’s method of Typing with speed 37 WPM

Can Efficiently Handle:

· Fax, mail and switchboard
Work Experience

· 1 year work experience as a teacher in Allama Iqbal Islamia School in Dubai U.A.E.

Professional Strengths:

· Excellent communication and interpersonal skills.
· Can do work in Microsoft Word, Microsoft Excel and Microsoft PowerPoint.

· Result oriented and decisive.

· Friendly, even-tempered and possess a pleasant disposition with a healthy outlook towards life.

· Self motivated

· I like artistic work and actual. 

· I learn firstly active and  work

LANGUAGES KNOWN

· Urdu

· English

Shaista 

