
Quratulain.349839@2freemail.com 
OBJECTIVE:
To work in a prestigious financial institution, to best utilize my academic &     professional skills and to become a useful asset for organization.

PROFESSIONAL EXPERIENCE:
Abu Dhabi Group (Wateen In Pakistan)
 (Dec 2013  To Till Date)

As Admin Executive(HR & Admin Services)
Responsibilities
· To arrange Nationwide Property Rentals
· To arrange Legal Agreements and Termination Notices
· To correspond with the vendors 
· To arrange Tax Certificates  and to provide tax break up to the vendors
· To arrange national &international travel  for  the employees
· To arrange visas for employees

· To work on quality services and maintenance of office
· To arrange meetings of  high - level  management
Abu Dhabi Group …Warid In Pakistan 
(April 2007 to April 2013)
As Customer Services Representative

Responsibilities

· To deal with the corporate customers.

· To handle the complaints of the corporate customers.

· To provide info about the  products of the company to the corporate customers.
United Bank LTD
                                          

 (My 2006 to April 2007)

As Tele Relationship officer

Responsibilities:

· To deal customers & to provide info about the products offered by bank.
Manhattan Advertising Agency
· Have working experience in Manhattan Advertising Agency in Client Services, Media Planning and Copy Writing department.
PROFESSIONAL QUALIFICATION:
Masters in Mass Communication
Punjab University Lahore (Pakistan)
Bachelors:      

                           Queen Marry College Lahore
Intermediate:


             Queen Marry College Lahore

Matriculation:


             F.G Model Public High School Lahore
ACHIEVEMENTS:
· Have been announced Employee Of The Month twice in Warid Telecom Pvt Ltd(Abu Dhabi group).
· Have achieved Surprise Award twice in Warid Telecom Pvt Ltd(Abu Dhabi group).
· Have topped thrice in United Bank Ltd (country wide).
· Have achieved third position country wide in Federal Board in Matriculation examination.
References will be furnished on demand.
       











