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KHAWAR 
Mobile: C/o 0505891826
khawar.3146@2freemail.com 
OBJECTIVE:

Confident, dependable professional with wide array of skills, and progressive experience in office management.
EXPERIENCE IN SAUDI ARABIA

From 16th May to 2008 to 30th May 2017
EXPERIENCE IN PAKISTAN

From Jan to 1997 to May 2008
EXPERIENCE SUMMARY:
FIRST GULF COMPANY, RIYADH (SAUDI ARABIA)
Secretary to Project Manager, Sep 2012 to May 2017
· Using bravo for two way communication

· Receiving & sending E-mails

· Handling incoming & outgoing calls

· Attending Visitors

· General Correspondence

· Distributing Salaries to Staff
· Preparing monthly reports
· Preparing Manpower up to date
· Preparing Job Orders

· Bookings Air Tickets
· Maintaining attendance for staff by hand punch machine 
· Process invoices and expenditure reports

· Maintained and updated attendance records

· Maintaining Site Cash

· Manage staff transportation

· Updating & reporting of the details job

· Preparing the Purchase Order, Invoices etc
· Updating Iqama’s and Medical Cards
AL-RIYADH COMPANY FOR M&O, RIYADH (SAUDI ARABIA)

Secretary to Project Manager, May 2008 to Jun 2012
· Maintaining files

· Receiving & sending E-mails
· Update Company Assets by the PPM Software

Contd. P/2

· Handling incoming & outgoing calls

· Attending Visitors
· Updating & reporting of the details job
· General Correspondence

· Preparing the Purchase Order, Invoices etc
· Handling of Site Cash
· Distributing Salaries to Staff
· Preparing monthly reports
· Preparing Manpower up to date
· Updating Iqama’s and Medical Cards
· Preparing Job Orders
· Bookings Air Tickets
· Maintaining attendance for staff by hand punch machine 
· Process invoices and expenditure reports
· Maintained and updated attendance records
· Manage the process of interviewing between new hire candidates and the management
MAKSONS ENGINEERING, LAHORE (PAKISTAN)
Secretary to CEO, Jan 1997 to Feb 2008 

· Offered total administrative support to the managers
· Maintained and updated attendance records

· Organized details of meetings, itineraries, travel arrangements and expense reports

· Process invoices and expenditure reports

· Helped in word processing projects needing extensive output of presentations and spreadsheets

· Manage the process of interviewing between new hire candidates and management.

Professional Skills:

	· Maximo IBM

· PPM Asset Management System

· Microsoft Windows

· Microsoft Office

· SAP Server

· Installation of all Windows & Software
· Networking LAN, WAN
	· Filing/Editing

· Office Procedures

· Typing (65+ wpm)
· Arabic Typing Skills 
· Telephone Skills
· Customer Service Skills


SPECIAL SKILLS:

· Ready to face challenges.

· Sincere, dynamic and hard-working.

· Ability to interact with all kinds of people.
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DRIVING SKILLS:

Pakistani Driving License till 2022
Saudi Driving License till 2018

EDUCATION:

INTERMEDIATE, from BISE, Lahore, Pakistan

OTHER CERTIFICATES:

· DIPLOMA IN COMPUTER HARDWARE ENGINEERING From  


Brains College of Information Technology, Lahore, Pakistan.

· DIPLOMA IN COMPUTER SOFTWARE From 

Universe Computer College, Okara, Pakistan.

· DIPLOMA IN CALL CENTER  From 


Brains College of Information Technology, Lahore, Pakistan.
SUMMARY:
· Profile: Male, Married

· Nationality: Pakistani
· Current Location: Pakistan
LANGUAGES:
· English
· Arabic
· Urdu
