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Objective:
To seek a career position, while utilizing my experience training and skills, with a company and my personal betterment. I believe that I am strong willed, hard working and an excellent listener and a quick learner and my efforts will be appreciated.

Professional Experience:
· Worked with Engineers Company (Carrier Dept.) as an Admin & Accounts Assistant from Sep, 2011 to August 2013. 
· Worked with Pak Elektron Limited Company (Carrier dept.) as a Front Desk Executive cum Admin Assistant from 2000 to September 2011. 
· Worked with Vision Tec Advertising Company as a Front Desk Executive from January to May 2000. 
NUCON ENGINEERS (CARRIER DEPT.) Karachi.
Job Responsibilities:
I am very faithful and honest with my work, which works include in my duty, details are given below.

[image: image2.jpg]



Reporting to direct Manager Sales & Services regarding invoices, delivery orders, purchase order and maintain incoming inquiries, quotations register, attendance sheet of all staff and record of monthly summary of all office expenses and email & courier to Lahore NUCON-Carrier office.


Handling all correspondence related HR & Accounts issues and assist.


Prepare pre-qualifications and vender evaluation forms for different projects in PDF files


Take appointment with clients & make schedule for meeting for executives. Prepare travel claim sheets & overtime sheets of service dept.


Reporting to Admin Manager all problems in office which is maintaining photocopier machine, fax machine, drinking water, stationary items, hotel booking and PABX System and dispatch mails issues.


Keep all records of incoming and outgoing calls.


Prepare Schedule of guest’s hotel booking and customer dealings. Keep record of all dispatch mails.


PAK ELEKTRON LIMITED (CARRIER DEPT.) Karachi.
Job Responsibilities:
I worked as a Front Desk Executive cum Office Assistant, I have to operate PABX system with 10 trunk lines and 60 extensions. Detail as mentioned:-

· I have to quickly pick the call and then transfer to concern person or related fields. 
· Keep all records of incoming and outgoing calls. 
· On front desk I have to deal the all guest then meet with concerns. 
· Prepare Schedule of guest’s hotel booking and customer dealings. 
· Prepare attendance sheet of all staff. 
· Keep record of all dispatch mails. 
· Keep all record of incoming and outgoing faxes, without my permission no one can call, dispatch mails and faxes. 
VISION TEC ADVERTISING COMPANY (ADMIN DEPT.)Karachi.
Job Responsibilities:
· Prepare attendance sheet of all staff. 
· Received all calls from client & transfer to concern dept. 
· Prepare Schedule of guest’s hotel booking and customer dealings. 
· Keep all record of incoming & outgoing faxes, dispatch mails, hotel booking, and take appointment for meeting. 
Educational Qualification:

Bachelor of Arts from Karachi University in progress.


I passed Intermediate Examination in the year of 2008 from Karachi Board with Arts Group.(F.A)


I passed Matriculation Examination in the year of 1995 from Karachi Board with Science Group.

Computer Skills:

Completed one year computer course from New Horizons Computer Institute. Courses details are given below:

· Windows 2007 
· MS Office 
· Adobe Photoshop 
· Internet Browsing 
· Email shorting 
Extra Activities:
· Go to different & new places in world 
· Reading books 
· Music 
· Sports 
References:
Available when required.

