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Objective  

Objective is to obtain challenging position in an organization where accomplishments are rewarded with responsibilities and advancements.

Experiences 

· Currently working for RG Pharmaceutica as a Telephone Operator Cum Receptionist.                                                                                          2005 up to date 
My Responsibilities are as follows:
· Answering all incoming Phone calls in a professional and courteous manner. 

· Front office desk service which includes receiving guests.
· Provide secretarial service to the CEO.
· Filing of documents for CEO & Office Staff. 

· Maintaining a database of customers and their contact details.
· To update monthly statement and attendance for CEO [personal]. 

· To arrange meetings and look after the traveling of the staff.

· To arrange the hotel reservation of the staff.

· To assist the Director in daily routine work
· Receive & update daily mails to the concerned person.
· To make the patty-cash vouchers.

· Worked for Brook’s Grammar School  as Assistant Teacher for Montessori Section                              April 2002 – Jan 2005
My Responsibilities were:
· My responsibilities included teaching as to prepare the teaching materials and the display of children’s work. 
· To assumed the responsibilities of a teacher assistant when asked to cover a staff absence.
· Administration, including updating and maintaining records on pupils' progress
· Attending Work shop& Meetings for better teaching process.
· Worked as a Tele Marketer for Sheraton Hotel Cities of the Sun Marketing Department. (Part time) evening shift                                     March 2003 – Sep 2004
Education and Qualification

· B.A (Private)    waiting for result from Karachi University.
· Inter (Private).
· Secondary School Certificate St. Patrick’s Girls High School.
Certificates

· Currently doing Diploma Specialization in human Recourses Management. (3 Months) from Skills Development Council.
· Certificate Course in MS Office and Windows XP; from Grace Institute of Technology, Karachi.                                                                                                 February – April 2006

Additional skills

· Good working knowledge of several word processing packages including Word, Excel, Power Point and Internet.
· Excellent Communication Skills Gained from education and my Job Experiences.
· Excellent in English.[Reading ,Writing, Speaking ]
· Good in Urdu. [Reading ,Writing, Speaking ]
