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SYNOPSIS
An enthusiastic professional, with around three year of proficient experience in the field of Administration. I am keen to contribute towards the growth and development of an organization where there are ample opportunities for professional growth, as well as, I would be able to utilize my skills and experiences in most productive manner.
PROFESSIONAL EXPERIENCE
Islamic International Medical College Trust (Pakistan Railways General Hospital) – Rawalpindi - Pakistan
ADMIN OFFICER:
From April 2015 till February 2017.
The 400 bed teaching hospital located in the densely populated area of Rawalpindi providing health facilities since last 4 decades in the areas of Medicine, Surgery, Gynecology & Obstetrics, Pediatrics and Anesthesia and training amenities by College of Physicians and Surgeons Pakistan. During my service, I had served as part of skillful team for numerous activities including:
· Act as the main point of contact for visitors and callers, including reception duties.

· Provide general administrative support to the staff members.

· Provide support for the arts programme/projects including assisting with administration of project work where appropriate and when agreed.

· Undertake general administrative duties including:

· General word processing, Filing, copying and faxing.

· Collation and distribution of minutes, reports and other documents.

· Dealing with incoming and outgoing mail and general emails.

· Ordering of equipment, materials and office supplies.

· Undertake and assist in the recording and processing of invoices, receipts and payments as required and instructed. 
· Administer the petty cash system and ensure appropriate record keeping.

· Arrange meetings relating to the core operation of the organization.

· Arrange hospitality, purchase supplies to ensure the smooth running of the organization on a day to day and as required basis.

· Providing assistance in maintaining the central filing system, general database and archive.

· Provide administrative support for matters relating to the premises and operations including security, alarms, opening, insurance and transport.

ADMIN ASSISTANT:
From February 2013  to April 2015.

· Filing of necessary documents with respective authorities.
· Responding to the queries raised by authorities.
· Maintaining stock and keeping records.

· Managing petty cash of department.

· Preparing requisition for equipment’s and supplies for the office.

· Keeping departmental records on daily, weekly and monthly basis.

· Correspondence with other departments

· Checking and answering emails.

· Other duties as assigned by HOD.

ACADEMIC QUALIFICATION
· Masters in Public Administration (2016)
Virtual University of Pakistan

· Bachelor of Commerce (2012)


Punjab University - Lahore

· HSSC – D.COM (2010)


Punjab Board of Technical Education - Lahore

· SSC – Science (2008)
Board of Intermediate & Secondary Education - Rawalpindi

COMPUTER PROFICIENCY
· Microsoft Excel

· Microsoft Word

· Microsoft Power Point 
SKILLS AND ABILITIES
· Durable communication and analytical skills

· Ability to work in competitive environment

· Ability to manage multiple tasks at once
· Ability to meet the tasks within deadlines

· Ability to work as a quality team member – working cooperatively, watching out for my teammates, offering a helping hand when needed.

INTERESTS

· Travelling & More Travelling.

· Web surfing

· Reading Newspapers & Articles

· Current Affairs

PERSONAL DETAIL

Marital Status:



Single

REFERENCES
References and letter of recommendation will be furnished on request.

PAGE  
2

