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Entry-Level Administrative Assistant
	Profile
	Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.



	Education
	B.S Statistics hons
	Microsoft Office Professional, 2009

	
	Relevant Courses:
· Basic Statistical Inference 
· SPSS & MATLAB
· Operational Research 

· Research Methodology 
· Computer 

· Demography  

· Econometrics


	
	Professional Development:

· Microsoft Office Specialist (MOS), 2010


	Key Skills
	Office Skills:
	Office Management

Records Management 

Administration

	Spreadsheets/Reports
Event Management

Team Leader

	Pressure Handling
Executive Support

Travel Coordination


	
	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	Adobe Photoshop
Troubleshooting 
Computer Repairing 
	Wordpress 
Installation 
Windows


	
	Bashir Sadique Logistics (BSL) Lahore, Pakistan  

Department of Finance January 22, 2016 - Dec 18, 2016
· Meet the Criteria of Company Bills

· Keep the Record of  original Invoices of Company 

· Transfer of all invoice in Oracle Database and make them able to passing the Bill of Company
The Resource Group, Washington DC (IBEX Global Lahore)

Customer Service Representative February 07, 2015 – May 12, 2015

· Provide service to customers via telephone

· Respond to all inquiries within 24 hours

· Successfully reorganized call escalation protocol
The Islamia University Bahawalpur

Computer Operator January 1, 2010 - December 31, 2010

· Create the Sheets in Excel About Data

· Create the Form in M.S Word

Pak American Institute Liaquatpur

Computer Operator July 01, 2008 - July 01, 2009

· Control the Computer Lab

· Installation of All types of Software

Malik Bhatti Agency Allahabad (ABA)

Computer Operator June 10, 2005 - June 10, 2008


· Maintain all the Record of Goods & Employee Data

· Save All the Data in Access Excel and Word of Company

	


Umer 


� HYPERLINK "mailto:Umer.347761@2freemail.com" �Umer.347761@2freemail.com� 











