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Career Objective


A responsible position in an organization that offers excellent opportunities for advancement based upon performance demonstration.
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Areas of Expertise

Office administration

P.A. / secretarial support
Data Entry
Speedy typing


Customer service

Training others 
Writing reports

Cash Handling


General accounts

I.T. / Computer literacy 
Reception


Communication
Professional Experience
Receptionist cum Secretary (April 2009 – To Date)
Pakistani Islamic Private School, Al Ain, U.A.E

· Provided PA secretarial support as well as full support to the members of the organisation. Carrying out all duties pertaining to job title.
· Responsible for providing accurate and prompt information to clients.

· Typing and maintaining of different documents. 
· Preparation of presentations.

· Ordering & maintaining of computer equipments.
· Data entry to Educators (Software). 
· Fee collection and voucher preparation.
Office administrator - temporary (july 2009 – august 2009)
Neutral Medical Services, Al Ain, U.A.E

· General administration duties.

· Responsible for making of quotations, invoices, & delivery orders.

· Replying inquiries and do the follow ups through emails and telephone.

· Researching new companies & making product inquiries.
· Maintaining accounts and inventory data.

accounts Officer (february 2006 – may 2008)
Ecopack Limited, Pakistan

· Credit control - Chasing Payments and resolving queries from customers.
· Verification of suppliers' bill payable and petty cash voucher.

· Control cheque payments and balancing petty cash on daily basis.

· Maintain Cash Flow.
· Monthly Bank Reconciliation Statement.

· Coordinate with procurement department to ensure smooth payment of suppliers.
· Coordinate with store department to verify the inventory and consumption of spares and other materials.
· Completion of legal forms and providing statistical information to other departments.

· Assistance to Manager Accounts in preparing, and evaluating the manufacturing cost to ensure the company costs are efficient. 

· Prepare and review capital and revenue budget for the financial year in accordance with the actual expenses.

· Generate monthly, quarterly and year to date reports on budget versus actual expenses and preparation of any other reports as and when required by the management. 

MIS Officer (july 2005 – January 2006)
Ecopack Limited, Pakistan 

· Prepare daily operations report, daily and weekly operations rolling snapshot.

· Coordinate with production, sales, quality and store department to ensure their respective daily reports.

· Inspect the production hall for the work in process. 
· Generate weekly performance reports for the shift coordinators and their team.
Internship Experience

October 2003 – April 2004 

Bank Alfalah Limited, Wah Cantt, Pakistan 
Education
B.Com
Punjab College of Commerce, Rawalpindi, Pakistan
FSc.  
Sheikh Khalifa Bin Zayed Arab Pakistan School, Abu Dhabi, U.A.E

Computer Proficiency
Capable of using computer effectively in day-to-day business atmosphere

· Expert in MS Word, Excel, Power Point and Corel Draw.

Languages
English:


Expert

Urdu:



Expert

Arabic:



Beginner

References
Available on request
