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Objective

I am looking for a role within an organization where I can further enhance my creative and communication skills whilst working across a range of different projects
Work Exposure
May 2001 – Aug 2007 


Pakistan State Oil Company 
Personal Secretary (DGM - Audit Department)

Job responsibilities included
· Coordinating with Audit department staff and Communicating Management requirements to them
· Attending phone calls pertaining to Audit department 

· Organizing appointments and meetings 
· Developing computer skills that maximize efficiency through technology
· Maintaining the records of the department

· Writing Official Mails

· Maintained rapport with all departments toward improvement of working environment and making necessary adjustments for consistency
May 2000 – March 2001

Mama Parsi Girls, Secondary School 
Teacher, Grades (1 – 4)



Subjects: English, Math
Job responsibilities included
· Helping children in understanding basic concepts 
· Showing different methods to make problem solving easier 

· Working with children on their pronunciation and speaking power

· Familiarizing the use of the dictionary 

· Boosting speaking skills
· As a class teacher, facilitating the management of the class by drawing up schedules, growth reports, visual charts for better understanding, reviews with parents for overall development

Educational Qualifications
	Year
	Degree
	Institution
	Grade

	2002-2003
	BA (English Advance, Economics, General History)
	St. Joseph’s Government College for Women
	B

	2000-2001
	Intermediate 

(Pre-Engineering)
	St. Joseph’s Government College for Women
	B

	1989-1999
	Metric (Science-Biology)
	The Mama Parsi Girls Secondary School
	A1


Additional Education 
Computer Skills

Operating System

Windows 98, 2000, XP

Application Packages

Microsoft Word, Excel, Power Point and Internet Explorer

Other Activities undertaken
· Participation in Amateur Dramatics
· Screenings of Indian films in Pakistan
· Setting up of the arena
· Arranging of the projector & screen
· Inviting stall owners to set up food stalls
· Deciding on entry fee and ensuring collections

Honors Earned

· Participated in English Elocution contests at inter-school level
· Won Bronze and Silver medals at the ‘ArtShield’ Competitions (conducted by Japan through inviting entries from schools worldwide)
· Certificate from UNICEF also for art work

· Won accolades on debates conducted
· Participated in the School Science Exhibition and was awarded with the 2nd Prize

Other Information
Date of birth:

30th January 1983

Languages:

English, Urdu, Gujarati

Marital Status:

Married

