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	OBJECTIVE

	To work in an Esteemed Organization with Devotion and Determination and to Combine my Skills and Knowledge in best Interest of the Organization with a vision of Excelling in the Administration.

	Looking forward for a career position in a progressive organization that can offer challenging environment, where team and individual efforts are recognized, thereby allowing possible opportunities for growth and advancement. 


ACADEMIC QUALIFICATIONS:-

Master of Business Administration (MBA)
Professional Experience:

	S.No.
	Organization
	Responsibility
	From
	To

	01
	Karachi, Pakistan
	Admin & Accounts Assistant
	June 2003
	April 2007

	02
	National Museum of Pakistan, Ministry of Culture, Government of Pakistan
	Admin & Accounts Officer
	April 2007
	Aug  2012

	03
	FG Degree College KharianCantt, Gujarat, Pakistan
	Admin & Accounts Officer
	Aug  2012
	January 2015


Responsibilities:
· Performs administrative duties by recruiting & selecting employees as & when required by the companies/firms.

· Makes the new projects or to observe the running projects of the company.

· Assign tasks/duties to the assistants.

· To check out all incoming & outgoing mails

· Also ensure to reply timely business letters/reports & memos.

· Keep Office/Companies matters as per standard/SOP.

· Also develops administrative staff by providing latest information regarding technologies, educational & experimental growth opportunities.

· Also resolves all the administrative problems by paying special concentration & by using of modern techniques.

· Also put up revised policies to the CEO if needs by the firm/company.

· To observe closely operational requirements by scheduling & assigning administrative projects.

· Also provide instructions to supply timely the required items needs by the project staff/office staff.

· Provide executive support to the Managing Director/CEOs.

· Makes meeting schedule, customer data base & arrangements for traveling of CEOs.

· Also use historical references to the senior management to make better the whole system of the firms if needs/required.

· Make special outlines to improve service quality by using of modern techniques.
· Also facilitates regarding UAE work permits/Visas & all other related matters.
· Also take such steps that financial objectives should be achieved in due course of time.

· Performs all other duties assigned by the top management time to time.
· Also handle accounts payable & receivable.
· Look after all staff claims, office contracts & taxation matters.
· Make ensure solutions of inventory level, logistics & procurements issues timely.
	MANAGEMENT COURSES

· Organizational Behavior

· Project Management

· Technical Writing and Presentation Skills

· Performance Modeling and Simulation

· Information System.

	ORGANIZATIONAL SKILLS

	· Conscientious and responsible in work 

·  Self-motivated and hard working  

·  Mature personality with good interpersonal skills

·  Ability of working independently as well as a team member

·  Ability to work in a multicultural environment 

· Good in Management and motivation

· Team player



	Technical Skills
· Certificate in Computer Training.

MS Window.

MS Office(Word/Excel/PowerPoint)


Date of Birth
: 
7th September 1977
Marital Status
:
Married
Linguistic
 : 
Expert in English, Urdu, Arabic, Chinese

Visa Status
:
Visit Visa


	


REFERENCES

Will  be provided when required.






