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Executive Secretary
MY PROFILE AT A GLANCE……
Education: “MBA in Human Resource Management” with 3.02 CGPA (80%). 

Experience: A highly professional & experienced ‘Executive Secretary’. Have always worked & associated with top cadre people like Chairman, President, MD, CEO, ED, DD, etc. Worked as Executive Secretary to Dean-College of Sciences, King Fahd University of Petroleum & Minerals (KFUPM), Dhahran, Saudi Arabia. Presently working as a “Personal Secretary to Group Head & Company Secretary” of a large well-renowned Bank.

Communications/Writing Skills: Possess good communications skills accompanied by extensive writing experience. Independently wrote a large number of speeches, academic essays, research papers, web contents, products’ leaflets, software brochures/manuals. While working in Siemens (Pakistan) Engg. Co. Ltd. (a giant German multinational Company), also wrote a small write-up (copy attached) in their newsletter and wrote the Standard Operating Procedures (SOPs) for its Corporate Communications Dept.

Worked as a “Freelance Academic Writer” for a couple of US based firms. Also received a reward from the American firm, M/s. Academia-Research, Inc. for writing the best essay on a financial topic. See appreciation email at the end of CV. Also worked as a “Freelance Speech Writer” for the President, Karachi Chamber of Commerce & Industry (KCCI). See details below.
Software Development Skills: Independently designed & developed many software applications on MS Excel, Visual Basic6 with MS Access Database including “Air Ticketing Invoice” software which was exported to a US based travel agency. See details under Additional Skills below.

Being innovative & creative, always on a quest to put forward out-of-box ideas and do things differently. 

MY PROFILE IN DETAILS……….
ACADEMIC QUALIFICATION

Completed “MBA in Human Resource Management” from IQRA University, Karachi in March 2012 with 3.02 CGPA. Since my MBA consisted of total 30 courses including a research thesis, the degree is treated as equivalent to “Master in Philosophy (M. Phil)”. IQRA University stands#1 among the Private Universities of Sindh.

WORK EXPERIENCE & KEY ACHIEVEMENTS

1)  Present Employer: A well-renowned Bank (Jan 10, 2014 - Present)

· Taking dictation in Shorthand, drafting replies to letters/emails on behalf of the supervisor;
· Receiving & disseminating incoming/outgoing mail;

· Attending phone calls, filing papers, scheduling meetings;

· Preparing reports on MS Excel & preparing PowerPoint presentations;
· Conveying messages and sending instant reminders;

· Persistent follow-up on assigned tasks;

· Ensuring cost-saving, efficient use of available resources, work excellence & applying the best job practices at the workplace;
· Last but not the least, assisting the supervisor in every respect.
Innovation / Work Automation:

In view of ensuring maximum work automation plus applying the best job practices at a workplace, independently developed on MS Excel the following three applications using Formulas & Advanced Excel features:

(1) Just type-in name of person in a cell, whose contact details you are looking for. If found, it would automatically highlight the corresponding info with Yellow. If not found, color of text (person’s name) typed for search, would change to Red. In short, auto-changing color tells you whether or not the desired contact is available.
(2) Similarly, filing software was developed. Just type-in the key word of the File Name and it would highlight all the files having the matching word. For instance, type ‘VISA’ and the software will show you all the files having VISA papers.
(3) As evident from my CV, innovation, creativity or doing things differently is a key part of my hobbies. Hence, when I joined the Bank I found that HR conducts a candidate’s MCQs test manually with paper, pencil, calculator, etc. followed by manual checking & counting correct answers, which always has a greater chance of human error. Thus, sensing the need of computerization of this long process, built yet another application on MS Excel, which automatically: (i) checks the correct answers; (ii) highlights correct & wrong answers with different colors; (iii) counts the correct answers; and (iii) finally declares whether a candidate is Pass/Fail. All these are 100% done by Excel – i.e. NO manual job is involved at all.
2)  King Fahd University of Petroleum & Minerals (KFUPM), Saudi Arabia (Dec. 22, 2012 – Aug 31, 2013)

Worked as Executive Secretary to the Dean-College of Sciences. Job responsibilities were as follows:

· Taking Minutes of the Meeting;

· Taking dictation / preparing replies on behalf of the Dean;

· Attending phone calls, filing papers scheduling meetings;

· Conveying messages and sending instant reminders;

· Persistent follow-up on assigned tasks;

· Keep a complete track of use of office vehicles.

Reason for leaving: Low salary package
3)  JAFFER Group, Karachi (Feb. 5, 2009 – Dec. 20, 2012)

Worked as an "Executive Secretary" to CEO & Chairman.

· Taking dictation in Shorthand, drafting replies to emails;

· Attending phone calls, filing papers, scheduling CEO meetings;

· Liaising with the travel agency for CEO's travel arrangements


including logistics, flights booking, hotel reservation, etc.;

· Coordinating with the rep of Airport Services to ensure smooth

immigration & hassle-free services to CEO and his guests; 

· Checking/intercepting over-billings with respect to CEO’s expenses
4)  SIEMENS (PAKISTAN) ENGINEERING LTD. (May 5, 2003 –

Jan 31, 2009):

Worked as "Executive Secretary" to Director Corporate Communications

Besides the secretarial job, moved a way forward and accomplished the
following tasks:

· Attended training & wrote a small write-up on “Corporate Content Management Infrastructure (CCMI)” in their newsletter ’Siemens Ki Dunya’ 
· Independently designed & wrote a complete 22-page manual on “Standard Operating Procedures (SOPs) for Siemens Pakistan’s CC Dept.”. The manual contained procedures & methodologies along with formats for having various media related tasks executed.
5)   DADEX ETERNIT LTD., Karachi (Mar 8, 2000 - May 4, 2003)

Worked as "Personal Secretary" to Chairman. In addition to the secretarial job, took the following initiative:

· When I joined DADEX, “Delivery Orders (DOs)” were made manually. I, observing the difficulties in making manual DOs, took an initiative and independently built "Delivery Order (DO)" software on VB6 with MS Access database. Though the software could not be implemented due to a few bugs, but it triggered the top management to think towards the computerization of DOs. Consequently, the same was developed on ORACLE & implemented. As such I was the initiator of computerized DO, which is currently in place in DADEX.

ADDITIONAL SKILLS

Software Development Skills (VB6 with MS Access database):

· Independently designed & developed a number of software applications on VB6 with MS Access database. Being purely self-developed software (based on my own logics & architecture), duplicate of these software cannot be found anywhere in the world. Software built are as follows:

(1)
Computerized Telephone Directory……(currently in use – The software is not only user-friendly but also efficient & faster 

than that is built-in in MS Outlook)

(2)
Computerized Filing System……currently in use – The software efficiently manages not only filing but also lets you search 

the desired piece of paper on a single click)

(3)
Air ticketing Invoice……(Exported to a US based travel agency back in 1999) 


(4)
Transport Service Request……When I joined KFUPM, Saudi Arabia in Dec 2012, things were all messed-up as manual requests were being processed for the Transport Requirement. With the aim of making this process not only completely paper-free but also to keep a precise track record of User, Vehicle usage, Gasoline consumption, Mileage consumed, Vehicles’ Check-In & Check-out & Vehicle maintenance, I designed & developed a complete software application on VB6.
English Proficiency/Writing Skills:

· Passed “Test of English as Foreign Language (TOEFL)”.

· Worked for about 9 months as “Home based Writer” for a US based Company, M/s. ReachWorld, Inc., owned by a Pakistani gentleman. The work included editing/proofreading various web contents. 
· M/s. Kohinoor Group (Home based job): As a test assignment, reproduced the product (Tibet Snow Cream) leaflet with improved look and readability.
PERSONAL DATA: 

Nationality: Pakistani  
Date of Birth: 29-5-1967  

Marital Status:
Married
           Hobbies: Writing & Computer programming



Freelance Academic Writer


Worked from Mar-Oct 2011, as an “Online Freelance Academic Writer” for M/s. Academia-Research, Inc., based in NY, USA.


The work comprised of conducting research on different topics and then writing articles, essays, speeches, research papers, etc. in own words. As Academia-Research has zero tolerance policy with regard to plagiarism & writing quality, papers written are scanned through plagiarism detecting software to ensure a fresh piece of work. Wrote on as many as 50 different topics during the tenure. 





Freelance Speech Writer


Worked from Nov 2013-Jan 2014 as a “Freelance Speech Writer” for the President, Karachi Chamber of Commerce & Industry (KCCI).





Independently wrote the following speeches, which were delivered by the President KCCI at different occasions/events, such as Exhibitions, Conferences, Visit of High Commissioners/ Ambassadors, Federal Ministers, etc. 





- Issues of Pakistan Railways and Transporters strike; 


 - Welcome speech on visit of delegation from


    South Gujarat Chamber of Commerce & 


    Industry, Surat India;


- Welcome speech on visit of Indian High Commissioner;


- President’s Message of Congratulations (published in the last souvenir of Pakistan Stevedores Conference Ltd.) 


- President’s Message in the KCCI souvenir 2014 (published on the eve of “My Karachi Expo" held in June 2014”.


- President’s inaugural speech at the “India Expo 2013” held on 13-15 Dec 2013 at Expo Centre Karachi.


*Speeches stated above are 100% self-written.








Expected salary: USD 5,000 + benefits
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