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                     NISAR
Nisar.341926@2freemail.com


JOB OBJECTIVE

A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative, Customer Service and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. Alan is now looking for a career advancement opportunity with a company that will allow him to develop his skills & potential.

	AREAS OF EXPERTISE

· Adaptability

· Organization

· Computer/Technical Skills


· Client Service
· Communication Skills
· Filing / archiving

· Reception Maintenance
· Correspondence Handling
· Phone Etiquette

	PROFILE SUMMARY

· A competent professional with over 6 years of rich, qualitative & versatile experience in in Administration and Customer Service.
· Proactive, highly skilled administration professional with in diverse office environments. Knowledgeable in current industry trends and technology. Experienced communicator and team player. Documented success in using MS Word, Excel, PowerPoint and QuickBooks.
· Over 2 years’ progressive experience in performing reception and front desk activities demonstrated ability to greet residents and clients and guide them accordingly

· Highly skilled in answering and forwarding phone calls hands-on experience in receiving, sorting and counting mail.

· UAE Driving License Valid till August 2026.


CORE COMPETENCIES

Organization:

· Space Management: Effectively manages the workspace (i.e. keeps a clean and organized office, appropriately handles all paperwork, maintains control over the physical environment, etc.)

· Task Management: Balances conflicting priorities in order to manage workflow, ensure the completion of essential projects, and meet critical deadlines

Client Service:

· Interacts professionally with clients and associates at all times

· Promptly responds to requests with accuracy and a courteous demeanour

Computer/Technical Skills:

· Displays proficiency using standard office equipment such as a computer, fax, photocopier, scanner, etc.

· Demonstrates advanced proficiency by quickly adapting to new technology and easily acquiring new technical skills

ORGANISATIONAL EXPERIENCE

Since May 2010 to till date

under Al Tanmyah LLC (Subsidiary of Dubai Islamic Bank), Dubai as Security System Operator/Safety & Security Coordinator 
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Role: 
· Management of office equipment




· Maintaining a clean and enjoyable working environment
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Handling external or internal communication or management systems

· Organizing, arranging and coordinating meetings

· Sorting and distributing incoming and outgoing post

· Healing with telephone and email enquiries;

· Creating and maintaining filing systems;

· Liaising with staff in other departments and with external contacts;

· Communicate with operational and control room officers concerning incidents.

· Follow manager’s instructions in compliance with Code of Practice.

· Contributes to team effort by accomplishing related results as needed.

2007-2010

News Paper Jung, Pakistan as Computer Operator 
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Role:- 
· Prepare different types of sheet on MS Excel.

·  Prepare different types of official letters on MS Word 

·  Maintain schedules and event calendars.

·  Compose, typing, and distribute meeting notes, routine correspondence and reports.

2005-2007

City Bank, Pakistan as Sales Executive
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Role:- 

· Listening to customer requirements and presenting appropriately to make a sale.

· Maintaining and developing relationships with existing customers in person and via telephone calls and emails.

· Responding to incoming email and phone enquiries.

· Acting as a contact between a company and its existing and potential markets

IT SKILLS

· Computer Application  Diploma (MS Office- Word, Excel, PowerPoint, Internet & E-mail)

· Typing Speed: English 35 wpm
EDUCATION 
· Bachelor                                                                                         
 
(Year 2010)


A.I.O U (Allama Iqbal Open University)
· I.C.S                                 





(Year 2005)

              
 
I.C.S (Intermediate in Computer Science) 

              

 (Federal Board)

· Secondary School Certificate (SSC)                                 

(Year 2003)
              
 
Science Subjects    (Rawalpindi Board) 
PERSONAL DETAILS 

· Languages Known:

English, Hindi and Urdu 
· Visa Status:

Employment Visa (Transferable)
· Marital Status:       

Married 
· Nationality: 

Pakistani
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