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OBJECTIVE





To serve as a professional staff member of an organization where my skills can grow and excel by untiring hard work, dedication and adherence towards attainment of its Policy objective on time to agreed quality standards.





OBJECTIVE





To serve as a professional staff member of an organization where my skills can grow and excel by untiring hard work, dedication and adherence towards attainment of its Policy objective on time to agreed quality standards.





AREA OF EXPERTISE





Cash Flow control


Management accounts


Budget preparation


Financial forecasting


Interpreting financial data


Strategic thinking


















































WORK EXPERIENCE





British High Commission, Islamabad


2001 – To date





Communication Officer





Provides communications support and center point of contact between Security section and other sections of the mission.


 Communicate verbally and in writing to answer inquiries and provide information


Attending visa caller after the office hours and relay general information only.


To man the main switchboards after the office hours and over the weekend. 


Active monitoring of radio communication. Respond to the radio calls of emergent nature. Prepare a summary report for the Overseas Security Manager of all the radio checks being conducted once it’s mandatorily exercised by staff every month in the last week. Prepare a complete record of the staff out of city, weak communication calls and any other issue that may be faced by the staff while conducting the radio checks. 


Maintain out of city official and private visits record of the staff. Keep a constant follow up about their movements. Respond to any action required that will be concerning to the staff.


Monitor CCTV cameras and take action that may arise in any abnormality observed and bring in account of Overseas Security Manager and Duty Officer.


Respond to Fire, Bomb and Incident alarms by following the necessary security operating procedure set by the overseas security manager. Account all staff safety during an exercise or activation of all alarms. Assessing the nature of the situation after activation of each alarm remains on priority.











PROFESSIONAL





B.Com


1997-1999 


Federal Government Collage of Commerce 


H-8/4, Islamabad  





     





ACADEMIC QUALIFICATIONS


  


I-Com


1995-1996


Federal Government Collage of Commerce 


H-8/4, Islamabad  


 


Matriculation Science


1994


Federal Government Model School for Boys 


F-8/3, Islamabad  








 I.T. SKILLS 


Microsoft Office 


     (3 Months Diploma)


Microsoft outlook


Internet research and communications.


Knowledge of operation of standard equipments.








Duty officer: Receive and deal with the calls from Government institutes and pass to the concerned officer for immediate action during non-official hours. While working for Duty Consular Officer, receive calls of British nationals during non-official hours and assist Duty Consular as interpretation to note details in the matters of Life threat, robbery, Police custody and force marriages etc. Continue correspondence with British Nationals if instructed by Duty Consular Officer.


Arrangement of transport for UK based staff during non-official hours to assist transport section in filling up the transport reservation form, making flight inquiries, amendments & correcting timings.


Arrangement of water bowers, electrician, plumber, carpenter etc, on request of UK-based staffs mostly after the office hours. 


Coordinate/ facilitate UK based staff to change security guards for houses and follow-up by correspondence with senior supervisor of guards till the matter solved.


Respond to the Incident and Fire alarms installed in the properties. Keep a constant follow up with the staff member, guards and the Rapid response vehicle to resolve till the issue is resolved. Keep informed the Duty Security officer during the whole scenario. 


Work to arrange facilitation in case of medical emergency to the staff in or after the office hours. Contacting the facilitation officer in the designated hospital to arrange necessary help before arrival of staff at the hospital


Handle situations inflicting danger towards diplomats, sending out security alerts in all political and critical situations resulting to protests, rallies, natural disaster and their impact. Maintaining sms alert broadcast data base as an admin.


Making reports on all security related incidents such as bomb blasts and attacks by gathering information from the media and other social media sources. 

















     SKILLS





Team work 


Decision making


Working on your own initiative 


Working and coping under pressure 


Communication skills both verbal & listening


 Working to deadlines


Financial awareness /numeric 


Time management


Possibly supervision and therefore dealing with staffing issues


 Cash handling 


Possibly creative thinking – thinking of new layouts 








TRAININGS program





Effective Communication Skills


Time Management


Staff Management


Stress Management


Effective writing


Creative Thinking


Customer Care


Telephone Manner


Handling difficult callers over the phone


Protecting Information


First Aid (registered Aider with Pakistan Red Crescent)


Team Building


Advance Drafting


One day workshop on Track 24 tracker (UAE 2017)











FEBA Communications, Islamabad


2001 





Assistant accountant & Admin support Officer





Preparing cash & bank vouchers for making payments


Prepare spread sheets to clarify the cash transactions


Prepare Bank and cash reconciliation statements


Maintain accounts of the companies dealing with FEBA


Correspondence with the concern companies for settlements of their debt accounts.


Writing business letters to the concern companies / Banks


Prepare payroll


Settlement of staff advances against salary & provident funds.


























Paktel Limited, Islamabad 


2000-2001





Customer Service Officer





Record, File and maintain necessary information and documents for new connections including requests and correspondence, from all over the Country’s offices.


Take necessary action for  mobile activation and related issues 


Resolves queries and  service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.


Contributes to team effort by accomplishing related results as needed


























ACHIEVEMENTS


Awarded Best Gospel Music Album in 2006








INTERESTS & HOBBIES





Musician


Composer & Director


Keyboardist


Interested in Classic & World Music








A.E.L International (Pvt) Ltd, Islamabad 


1999-2000





Accounts Officer





Deal all Banking transactions (electronically and manually)


Prepared and monitor Cash journal


Prepare company’s account statements 


Prepare payroll


Coordinate the flow of information both internally and externally





























REFERENCE


Available on request











