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OBJECTIVE:

To work in a highly motivated and competitive environment with utilization of my potentials for comprehensive learning and rapid development. I am young, energetic & optimistic person, having skills & ability to adjust in difficult situations. I have confidence in my ability to in a challenging environment. I will always strive achieve your targets for me.

Dear sir,

       My company is going to close in 05 December 2015. They are give me release letter for join another company easily. They don't have any problem for joining another company. I can easily jaoin another company, so kindly help me and give me a chance for work with your good company please help me.

Professional Experience
· Elite Security UAE, as a security officer (CSR). 18 March 2014 t till date.

· Mushrif Mall as a "Receptionist and Security Officer" (February 2015 to 20 August 2015)

Responsibilities:

· Implements the organization's information security policies and procedures.

· Coordinate the information security compliance activities

· Provides direct information security training to the workforce.

· Monitors compliance with the organization's security policies and procedures among employees, contractors, alliances and other third parties and takes corrective action.

· Manages information security incident response.

· Monitors internal control system to ensure that appropriate information access levels and security clearances are maintained.

· Sharaf DG Dalma Mall as a "Front Desk as Security Reception". (29April 2014 to August 2014)

· Sharaf DG Alain Mall as a " Front Desk as a Security Reception". (Sep 2014 to January 2015)

Responsibilities:

· Greeting with Customers, Manager and other staff with respectfully and professionally.

· Answer incoming calls and maintain the all log books daily bases.

· Checking the staff ladies properly and manage daily time sheet.

· Receive delivery, counting the items and report to Management staff.

· Work with courtesy, tact’s and diplomacy in dealing customers, staff and ability to work cooperatively as part of a team.

· Provide customers with product and service information.
· Ufone Pak, as a "Customer service" and "Data Entry Operator".(15 June 2012 to 10 March 2014)
Responsibilities:

· Answer calls and respond to emails.

· Handle customer inquiries both telephonically and by email.

· Research required information using available resources.

· Manage and resolve customer complaints.

· Provide customers with product and service information.

· Update existing customer information.

· Process order, forms and applications.

· S M Science School as a "Office Assistant (Secretary)". (15 March 2010 to 05 April 2012)

Responsibilities:

· Answer phones and transfer to the appropriate staff member.

· Take and distribute accurate messages.

· Greet public and clients and direct them to the correct staff member.

· Monitor incoming emails and answer or forward as required.

· Fax, scan and copy documents, maintain office filing and storage systems.

· Ensure office equipment is properly maintained and serviced.

· Perform work related errands as requested such as going to the post office and bank.

· Update and maintain databases such as mailing lists, contact lists and client information.

· Orient Girls Academy Pak as a "Front Desk Reception". (12 May 2008to March 2010)
Responsibilities:

· Manages telephone message system (office hours, inclement weather and other recorded messages)

· Answers phone calls in a pleasant, informed manner for the purpose of providing information and creating a good image of the school

· Greets all incoming students, families and guests respectfully and professionally

· Understands, accepts, and abides by the School’s philosophy and mission statement in all his school activities.

· Develops a positive, welcoming and caring climate in the Front Office.

· Arrives punctually, be prepared for each school day, and maintains regular attendance.

· Receives and refers visitors, takes telephone calls and messages, and provides routine information upon request.

· Enters information or data to personal computer or computer terminal following established procedures.

· Able to honor confidential information.

· Able to establish and maintain satisfactory working relationships with other employees, children, and the general public.

· Sir Syed School, as a Teacher Talagang Pak. (25 July 2006 to 30 March 2008)

Responsibilities:
· Attending / Teaching music to "student"

· Support & encourage them for physical activities

· Help them to understand routine work

· Monitoring their daily activities
Academic Qualification:
· Graduation in Arabic, Persian, 1st division from Punjab University Lahore Pak. 2010 - 2012

· Secondary S.C.H certificate in Political Science, Government Degree College Talagang from Rawalpindi Board 2004 - 2006

· Government High School, no 1, Talagang from Rawalpindi Board 2000 - 2002

Computer Skills:
· MS Office

· MS Excel

· Internet Browsing

Language:

· English

· Arabic (learning process)

· Urdu

· Hindi

Personal Information:
Date of birth



07-02-1986

Sex





Female

Religion




Islam

Nationality



Pakistan

Marital status



Single

Passport Information

Visa status 



company visa

Duration. 



2 year

Reference:   Reference can be furnished if required.


