YASMEEN 
Yasmeen.363074@2freemail.com
CAREER OBJECTIVES:            

To associate myself with an organization which progresses, dynamically, and gives me the chance to update my knowledge & enhance my skills. To be part of team that excels in work towards the growth of organization and gives me satisfaction thereof.

STRENGTHS:

Proven analytical skills, ability to work under pressure, fast Lerner, sociable nature, self-motivated, excellent communication skills, good listener, sincere, hardworking, thirst for knowledge and improvement. And above all will prove myself where ever placed.

PROFESSIONAL EXPERIENCE:
· Worked with WHITE ROSE (PVT) LTD as an Office & Executive Assistant. 

Experience: 2012 to 2015
Main Responsibilities:

· Manage filling records

· Arrangements of executives travelling

· Tracking & Making of Sites Material reports daily

· Tracking & Making of site expenses reports daily.

· Manage inward/outward couriers with records.
· Record maintaining of daily incoming/outgoing calls.

· Letter Typing etc 

· Checking, Sending & Receiving Company Emails.


· Worked with HIGHWAY ENGINEERS as an Admin Officer. 

      Experience: 2009 to 2012
Main Responsibilities:

· Conduct interviews
· Hiring of employees

· Making of Salaries/Payroll   
· Manage filling records

· Arrangements of executives travelling
· Tracking & Making of Sites Material reports daily

· Tracking & Making of site expenses reports daily.
· Meeting arrangements of executives with clients etc.   

· Worked with SEVEN STAR SECURITIES (PVT) LTD as an Admin Officer.
      Experience: 2006 to 2009
Main Responsibilities:

· Making of Salaries/Payroll   
· Manage filling records

· Arrangements of executives travelling

· Making stock exchange reports daily

· Making clients reports daily.
· Meeting arrangements of executives with clients etc.   
· Manage inward/outward couriers with records.
· Record maintaining of daily incoming/outgoing calls.
· Using of PABX.

· Letter Typing etc 

EDUCATIONAL QUALIFICATION:

(    B.A from Karachi University, Karachi in 2012.
· F.A from Government Girls Degree College Zamzama, Clifton, Karachi in 2006.
· S.S.C from Junior Model Secondary School, Karachi in 2002.
COMPUTER KNOWLEDGE:

·  Windows XP, 10
· Ms Word, Ms Excel, Ms PowerPoint, Ms Access 

· Browsing

· Internet

· E-mail

· Installation of different software
ACTIVITIES AND INTEREST:

· Listening Music

· Reading Books 

PERSONAL INFORMATION:

Date of Birth


:
02nd - Jun - 1986

Religion


:
Islam

Nationality


:
Pakistani
Marital Status


:
Married
Gender



:
Female

REFERENCES:
· References can be furnish upon request
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