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                                                PERSONAL PROFILE:

Date of Birth   :-
08.02.1977


Nationality
  :-
Pakistanian
QUALIFICATION:

· M.A English from Hazara University KPK Pakistan.

· Diploma in Information Technology from Karachi.

· Diploma in Stenography / short-hand and Typing.

· Certificate in Duties, Responsibilities and 
Communication Skills of P.S / PA from Peshawar 
Government of KPK Training Institute Pakistan.
· Certificate in Office Automation from Pakistan 
Computer Bureau Islamabad.
EXPERIENCE:

· 14-year experience as a Private Secretary/ PA in a very complex government department of Pakistan i.e District Government /
Deputy Commissioner Abbottabad from 2000 to 
2014. During the period mentioned above work 
with different DCs / Supervisors having different 
style of work and temperaments. List of supervisors
will be provided on demand.
SKILLS AND EXPERTISE:

· Fluent in English (speaking, writing, reading &
listening).

· Excellent stenography skills.

· Fast and accurate touch typing skills.

· Excellent report writing, noting / drafting skills.

· Excellent negotiation and communication skills.

· Ability to work in tight deadlines.

· Problem solving abilities.

· Excellent computer skills.

· Excellent documentation skills.

· Have “Can do attitude”.

· Slim, smart, untiring and active.

· Strongly ambitious to learn, grow and succeed by 
fair 
ethical means.



KEY RESPONSIBILITIES:


Get dictation and transcribe on computer efficiently and accurately.


Check and verify the draft/files for accuracy.


Write Minutes of important / confidential meetings.


Prepare letters.


Handle / scrutinize the visitors and telephone calls.


Maintain Engagement Diary / fix date and time of meetings, appointments and visits with the consultation of the executive.


Arrange all meeting material including relevant papers, refreshment etc.


Communicate important messages to the executive and other concerned officers.


Maintain general filing system.


Monitor movement of files to ensure timely disposal of office correspondence / matters.


Manage travel / visit arrangements.


Preparation of Daily Situation Reports (DSRs), weekly, fortnightly and monthly reports.


Assist and keep in touch with line departments during the VVIPs / VIPs visits.


Pass the directions to the line departments / head of the concerned branch and ensure immediate compliance.


Maintain proper line of official communication.


Respond to official emails.


Follow up the matters which are time bound or requires urgent disposal.


To deal the matters of Information Department and Media.


Any other duty assigned by the executive.











