SHAHINA 

E-Mail: Shaina.352076@2freemail.com 
Professional Summary

A highly innovative and enthusiastic individual who possesses a

considerable amount of knowledge to work in any administrative

office environment. A quick learner who can absorb new ideas and

is apt in coordinating, planning and organizing a wide range of 

administrative activities.

Skills

I want to join an organization where i can utilize my knowledge

and competently apply my skills in a dynamic environment. I am

looking for an oppertunity that fosters and rewards positive attitude,

proactive work style, team playing and shared goals.

Work History

· January 2010 to August 2012 (Keynesian school of management and 
    sciences DHA) Teaching and Coordination.  

.   September 2015 to April 2016 (APS Garrison Junior) 

    Teaching and Coordination.  

Education

· 2008 Garrison Post Graduate College for Women Tufail Road, 

Master of Arts English Literature 

· 2006 Government College for Women Gulberg, 

Bachelor of Arts (English Literature and Economics)

· 2004 PU, 

Intermediate Arts 

Accomplishments

· Got 3rd position in the relevant University in MA English Literature.

· Awarded for coordinating in extra curricular activities.

Certifications

· IT certified from Fauji Institute Of Information Technology.

· British Council Pakistan certified in Professional Development.
