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PERSONAL SUMMARY
A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. Now looking for a career advancement opportunity with a company that will allow me to develop my skills & potential in enhancing operational efficiency, maximizing operating funds and affect team productivity.

PROFESSIONAL EXPERIENCE
Accounts /Admin Officer                                                             01/2012-11/2012
Voyage Tours, UAE, Dubai 

· Performed general office duties and administrative tasks

· Prepared weekly confidential sales reports for presentation to management

· Voucher Entry

· Cash and Bank statements and Reconciliation on daily basis Creditors’ Statements, 

· follow up & Reconciliation

· Raising of LPOs

· Petty cash handling

· Payroll of employees

· Take care of employees facilities

· Cheque collections from clients

· Preparing monthly invoice 

· Maintain personal files of all employees

· Supervising to other jr.employees and drivers 

· Maintaining proper system for filing of all company documents 

· Assisting to managers

· Prepared weekly confidential sales reports for presentation to management. 

· Managed the internal and external mail functions. 

· Provided telephone support. 
Administration Coordinator/document controller                               02/20011-01/2012
Ovex Technologies, Pakistan          
· Maintaining professional and friendly communications as the first point of call for

· General external enquiries and correspondence.
· Coordinating and acquitting the payment of recurrent office expenses including       

· phones, computers, etc and various credit card statements as required

· Coordinating office supplies including making orders and maintaining stationery and mail    

          Supply levels.
· Receiving and coordinating incoming correspondence, including collecting and distributing      

                Mail.
· Coordinating the filing of hard copy records and storage of soft copy records including   

           Maintaining accurate records in electronic filing structures and systems

· Maintaining accurate records of staff whereabouts including leave register and arrangements
· Distributing and recording all Petty Cash transactions and acquittals


Accounts & Admin Assistant




10/2008-2/2010
Ericson Telecom, Pakistan           
· Maintain Distributor’s Accounts Book

· Accounts Receivable

· Daily Dispatch Report 

· Audit Ware House & Vehicle Expenses

· Allocating stock zone wise

· Monitored cleaner task, company vehicle usage
· Prepared Aging Analysis and follow up procedure

KEY SKILLS AND COMPETENCIES
· Strong organizational, administrative and analytical skills

· Excellent working knowledge of all Microsoft Office packages
· Attention to detail. 
· Punctual and reliable. 

· Can work without supervision. 

· Ability to cope and work under pressure. 

· Good written and verbal communication skills. 

· Able to work as part of a team. 

· Having a patient outlook. 

· Ability to multitask and manage conflicting demands. 

· Ability to priorities tasks.

 ACADEMIC QUALIFICATION
 2007-2009      :      Masters of Business Administration



                      

                               Fatima Jinnah Women University, RWP-Pakistan

   2004-2006
  :      Bachelors of Commerce

                               University of Punjab, LHR-Pakistan

   2002-2004      :     Intermediate in Computer Sciences
                                 University of Punjab, LHR-Pakistan





 AREAS OF EXPERTISE





Office procedures 


Data management 


IT skills 


Customer service 


Reception support 


Administrative support


Exceptional analytical skills and numerical aptitude


Ability to multitask and meet deadlines 


Filing / archiving 





PERSONAL SKILLS


Time management 


Proactive and assertive 


Flexible & approachable





     COMPUTER SKILLS


        Microsoft Office:





Word


Excel


Access


Outlook


PowerPoint


Tally


Columbus


i Travel





PERSONAL DETAILS





Date of Birth    : 30th Nov 1986


Marital Status: Single


Nationality      : Pakistani


Visa status: Employment
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