
	OBJECTIVE:
	· Looking further for a greater opportunity to work in your reputable company and proving my worth to those whom I assist and to give them the best possible services.

· Fulfill the responsibilities with dedication, commitment and diligence. And also dynamic to possess the ability of Inter cultural competencies.
Make things difference in the world of innovativeness through applying all my knowledge, skills and abilities wholehearted


	Education
	
	HND Degree from AABPS London UK, OCT,2014

	
	Relevant Courses:
· Operation Management in Business

· Customer Relation Management

· Accounting
· Human resource management 
· Principle of Management and Leadership
· Communication Skills for Executive Assistants 
· Professional Office Procedures
·  Business Strategy 



	
	


	Key Skills
	Office Skills:
	Office Management

Records Management 

Database Administration

	Spreadsheets/Reports
Event Management

accounting

	Front-Desk Reception
Executive Support

Travel Coordination


	
	Computer Skills:
	MS Word

MS Excel

MS PowerPoint

	Inpage
Solo Tech

ERP


	Printing, fax, Emails
Adobe Photoshop
Windows installation



	Experience
AWARDS

LANGUAGES


	stml, Saif Textiles Mills Limited, Gadoon Amazai Pakistan

	Assistant / Administration, 2014 to 2017

	
	· Handled multifaceted clerical tasks (e.g., data entry, filing, records management and billing) as the assistant to the registrar and admissions offices. 
· Coordinated travel arrangements, maintained database.
· Demonstrated capacity to provide comprehensive support for senior-level staff, including managing and coordinating projects and processes in support of effective business operations.

· Proven track record of accurately maintaining detailed records, generating reports, coordinating meetings, and multitasking within fast-paced atmospheres.

· Adept at managing and streamlining administrative processes to reduce errors, improve accuracy and efficiency, and achieve organizational objectives.

· Outstanding interpersonal, customer service, leadership, and organizational skills; thrive within detail-oriented, deadline-driven environments.

· Proficient in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint) and managing, arranging, and coordinating executive calendars, travel, contacts, conference bridges, appointments, and luncheons/events.
PIZZA Corner Restaurant      Assistant / Payroll  2010 July to Dec 2013                                      
Walk field United kingdom                                                                                

· Maintains payroll information by collecting, calculating, and entering data.

· Updates payroll records by entering changes in exemptions, insurance coverage, savings deductions, and job title and department/division transfers.

· Prepares reports by compiling summaries of earnings, taxes, deductions, leave, disability, and nontaxable wages.

· Determines payroll liabilities by calculating employee federal and state income and social security taxes and employer's social security, unemployment, and workers compensation payments.

Resolves payroll discrepancies by collecting and analyzing information.

· Provides payroll information by answering questions and requests.

· Maintains payroll operations by following policies and procedures; reporting needed changes.

· Maintains employee confidence and protects payroll operations by keeping information confidential.

· Contributes to team effort by accomplishing related results as needed.
· Excellency award dedicate from side ( Saif Group of Textiles mills )

· Appreciation certificate from (Royal Society for Public Health UK).

· Appreciation certificate from (EDI UK).

· Award from Food Hygiene (LRC UK).

· Award from (Oxford Cambridge and City & Guilds United Kingdom) Listening, Writing, Speaking and Reading English Language.

English
Urdu

Hindi
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