HAFSA 
E-Mail: hafsa.371654@2freemail.com 
Aiming to obtain career enriching assignments in Administrative or Office Management with a

frontline organization

Professional Overview



ACCA Fundamental Level Student (Active) with 2.5 years of experience:

2.5 years’ experience in Administrative & Office Functions in Ascend Institute of Professional Studies, Gujrat, Pakistan.

Hands-on experience in:

Maintaining all records and documentation as an Assistant.

Career Chronology

Since Jan ’16, Working with Gemstone Real Estate Company, UAE as an

HR/Admin Assistant

Significant contribution;

Preparing new Employee Files and Maintaining old Employee Files Entering all employee details in Software and keep updating.

Provides secretarial support by entering, formatting, and printing information, organizing work, answering the telephone; relaying messages.

Coordination with PRO to ensure timely issuing/renewal of work permits and visas and follow up with PRO and Employees.

Submits employee data reports by assembling, preparing, and analyzing data.

Maintains employee information by entering and updating employment and status-change data.

Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages.

Worked on EHRMS Software.

Performing file audits to ensure that all required employee documentation is collected and maintained

19thOct ’15 – 7th Nov’15 with Gemstone Real Estate Company, UAE as an

Assistant Accountant (Temporary Employee on Contract)

Significant contribution;

Bank Reconciliations

Worked on EPMS software. Invoice entries.

Worked on vouchering and maintaining records.

1stSep ’15 – 1stOct’15 with Sharjah golf and shooting club, Sharjah, UAE as an

Assistant Accountant (Temporary Employee on Contract)

Significant contribution;

Worked on SAP software.

Worked on accounts payable reconciliations, accrued ledger regularizations, month end closing of accrued ledgers, invoice entries and voucher maintaining records.

20th Jun ’15 – 31st Aug ’15 working as a Freelancers in UAE as Website Developer Significant Contributions:

· Designing and graphic works in different allocated projects.

· Web Developing with coding method (HTML and PHP)

· Broachers designing, Logo designing, Pamphlets designing and Business card designing.

1stJan ’13 – 15thJune ’15 with ASCEND INSTITUTE OF PROFESSIONAL STUDIES, Gujrat, Pakistan as an Executive assistant.

Significant contribution;

· Worked on invoicing, vouchering and maintaining records for accounts Department.

· Course Consultation and assistance in time table development for scheduling.

· Involved in admin related activities.

· Liaison with teachers and students to Organize work flow for executive staff.

· Provision of support and ideas in marketing field for Organization development.

· Designing Broachers and Pamphlets for the marketing.

· Coordinating with stuff and help them to maintain its course time to meet deadlines and achieve goals.

· Assist in development and implementation of new procedures to enhance the workflow of organization

· Managing the day-to-day operations of the organization.

· Organizing & maintaining all type of records for organization.

· Preparing correspondence, reports and presentations for CEO.

· Coordinating with CEO in different matters of the organization.

· Organizing events, official meetings and workshops for the organization.

· Submits employee data reports by assembling, preparing, and analyzing data.
· Maintains employee information by entering and updating employment and status-change data.
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Maintains employee confidence and protects operations by keeping human resource information confidential.
· Maintains quality service by following organization standards.
· Maintains technical knowledge by attending educational workshops; reviewing publications.
· Contributes to team effort by accomplishing related results as needed
1stOct ’11 – 31stDec ’11 with ASOFT COMPANY, Islamabad, Pakistan as Internee Graphic Designer and Web designer.

Significant Contributions:

· Designing work in different allocated projects.

· Logo and Web page designing with coding method.

· Broachers, Pamphlets designing and Business card designing.

Academic Credentials

(Currently a Fundamental Level Student) (ACCA) Association of Chartered Certified Accountants (UK), coaching from Ascend Institute Of Professional Studies Pakistan.

2014 Intermediate in Commerce (I.Com) - Allama Iqbal Girls Degree College, Gujrat, Pakistan

2011 Diploma in Office Management and Designing, MS Office, Coral Draws, Photoshop, Hardware - GETS International Computer academy, Gujrat, Pakistan

2008 Matriculation - Roots Foundation High School, Gujrat, Pakistan

Skills


· Have abilities to organize events and tours
· Possess strong organizational, analytical and research capabilities.
· Computer skills in M S. office and graphic designing
· Intermediate in the use of modern software tools like MS-Office etc.
· Have effective leadership qualities.

