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OFFICE SECRETARY

ROHAN

Gulf Experienced Admin Secretary
Mobile: 0504753686
Dubai Visit Visa
         rohan-403470@2freemail.com 
---------------------------------------------------------------------------------------------------------------------------------
Experienced and a passionate professional having Good Skill of Communication and English Speaking including +7 years of working experience there in Saudi Arabia.

I am skilled in Managing Office Administration work.

Expecting an opportunity at your showroom as I am a passionate and devoted worker, love to learn and have a strong track record of Customer & Public dealing. I will feel proud if I get a chance as to bring my skills and abilities to the company.

EXECUTIVE SUMMARY

Vast experience of execution and heading of various assignments. This mainly includes:

· Overseeing the daily operations of the office, making sure it runs smoothly and effectively.

· Assisting the Owners & Higher Management in obtaining the company targets.

· Processing postings, supplies receipt and distribution, carry out inventories and inventory control activities, purchase and change orders.

· Creating business strategies.

· Developing promotional material.

· Solving employee needs and problems in a timely manner.

· Processing postings, supplies receipt and distribution, carry out inventories and inventory control

· Training new staff.

· Recruiting and assisting the higher management in the hiring.

SKILLS SUMMARY

Expertise in MS Office.

Experienced in Social Media Manager & VA on social media.

Making Graphics for the websites and social media platforms.

EMPLOYMENT HISTORY

	Office Assistant – Quick Promotion (Import Export Company), Karachi
	2007 - 2010

	Admin Assistant – Dar ul Hijra National School, Al Madinah, Saudi Arabia
	2010 - 2017

	Admin Officer – Ad Solution (Importers Exporters), Multan
	2017 - 2022

	QUALIFICATION
	
	

	
	
	
	

	Bachelor of Science (Maths & Physics) – B.Sc
	BZ University, Multan, Punjab, Pakistan

	Master of Political Science – MA
	University of Sargodha, Punjab, Pakistan

	ACHIEVEMENTS
	
	
	


President Gold Medallist Scout – Govt of Pakistan

Author of a book on Seerah (Fiction for Youth) – Mahboob e Aalam S.A.W.W
LANGUAGES

English – Professional Level

Arabic – Mid Level

Urdu – Native Proficiency

PERSONAL DETAILS

Nationality – Pakistan

Date of Birth – 5 March 1980

Marital Status – Married

Visa Status – UAE Visit Visa
REFERENCE
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Human Resource, Management, Market Research & IT Consultancy
Web Portal | Public Networking Service| Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Marketing | 150 Certification
€V Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

Gulf Business Offer :
www.Fimcuae.com

enerating Proftabie Loacs by Networking
We can help generate Business Enauiries  We can help you get 5O Certfication
for your company Services & Products. Mansgement Consulting Services
Zero Advance Fees Experts from your Industry avaiable
Pay our commission once you receive your  Consulation on implementing Systems
payments from leads generated by us.  Assistance on Expired Certficates Avaleble
FirstImpression Management Consultancy _First Impression Professional Services
Post ox No 44052, Dubsi Office No 203, shree Bslai Heights, C.G. Rosd

United Arab Emirates. ‘Ahmedabad, Gujarat, India





