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OBJECTIVE:
Seeking an Administrative Assistant position with a company that will allow me to fully utilize my communication, organizational, and problem solving skills.
PROFESIONAL SUMMARY:
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of team in a busy office environment, well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people, possessing a proven ability to generate innovative ideas and solutions to problems. Currently looking for a suitable position with a reputable and ambitious company.
EXPERIENCE:
EMPOWER THE FUTURE
COMPANY INTRODUCTION:
Empower the future is a Nonprofit Organization. EMPOWER Mission is to promote environmental awareness and sustainable economic development in developing countries. Its primary mission is to empower individuals through education and awareness so that they can make better decisions for themselves and their communities.
ADMINISTRATIVE ASSISTANT
November 2012 – September 2014
RESPONSIBILITIES
· Plan, organize and design information to develop a flow-chart according to client’s requirements. 
· Providing a platform for information to be easily accessed and a repository of data to be gathered for research and planning purposes. 
· Develop, document and revise system design procedure, test procedure and quality standards. 
· Managed annual budget and lead team of 3 to exceed organization goals 
· Serve as public spokesperson for the organization; deliver presentations to various groups and mange media relations 
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· Record and prepare minutes of meetings. 
· Organize many conferences in multiple cities. 
· Produce and Organized Social Awareness Videos. 
· Editing videos in Adobe Premiere. 
· Create and implement grass roots projects and initiatives and placed checks and balances in place for management. 
EDUCATIONAL QUALIFICATION:
Graduation: - BS (Computer Science) from Usman Institute of Technology
Internship at Tabba Heart Institute M.I.S Dept (Jan 2013-March 2013)
· Troubleshooting hardware & software related problems. 
· Windows Image – For Fast Recovery. 
· Network Overview of Hospital Network. 
· Switches, Firewalls and Active Directory. 
· ERP software Overview of ERP 
· Service Desk Test to Handle all complains related to MIS department. 
· Responsible for resolving on call IT complaints. 
ADDITIONAL SKILLS:
· Written and oral communication skills. 
· Good Presentation and Report writing skills. 
· Having flexible to change and ready to accept challenges attitude. 
· Quick learner 
OTHER ACTIVITIES AND HOBBIES:
· Playing Guitar, drumming, Gaming, Bowling, Net Surfing. 
· Table Tennis, Snooker, cricket. 
PERSONAL DETAILS:
· D.O.B:  22-01-1989 
· Marital Status: Single 
· Nationality: Pakistani 
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