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Career Objective
A position in your esteemed organization that utilizes my experience and provides me with an opportunity for the advancement of my career.
Personal Profile
· Job Objective 
: Administration / Front Office / Clerical
· Date of birth

: 28th Aug’1986
· Nationality

: Pakistani
· Languages Known
: English and Urdu (Read, Write and speak.)
· Visa status

: Visit Visa
Academics
· Secondary schooling from Al-Ain, U.A.E.
· Graduation in International Relations, Karachi Uni., Pakistan.       (Result awaited.)
Professional Experience
Aug’2004 - Dec 2004 work as a Guest Relation Officer at QUALITY TRAVELS, Karachi, Pakistan.
· Was responsible for complete official documentation.

· Develop and maintain the quality system documents.

· Coordinate for all activities affecting the on going progress.
Jan’2005 - May’2006 with ALTRA SOLUTION, Karachi, Pakistan, an I.T solutions provider organisation. 

· For the company keenly striving for ISO9001 certification, my work profile included executing all necessary documentation like policy, objectives, manual, procedures and others.

· Activities as per schedule and develop coordination between project team and third party.

· To introduce new staff with company’s policies, procedures and other documentation through training session.
Aug’2006 - May’2007 worked as a Senior Montessori Teacher in BECONHOUSE SCHOOL SYSTEM, Karachi, Pakistan.
I.T Skills
Windows 9x/Xp, MS Office suites, Adobe, ORACLE 9i.
Interests & Activities
Reading books, travelling, painting, playing badminton.
Over view about Myself
I believe, I am:
· Receptive and adaptive to the ever changing work scenario.
· Punctual, dedicated and smart-working.
· With the ability to perform well under pressure, positive attitude enthusiasm and mental toughness.

My Philosophy in Life
The best way to get noticed and to be satisfied is to,

DO QUALITY WORK.
And this is what makes us stand out of the crowd.
