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[image: image1.emf]AREAS OF EXPERTISE 

Financial administration 

Office procedures 

Typing & word-processing


Keyboard skills 


Filing 

Reception duties
Decision making
Raising credit notes
Writing correspondence
Business Administration
Office management 





PERSONAL SUMMARY 





A team player, with a commitment to customer service, who possesses a long track record of working in various administrative roles, coupled with good PC skills and the ability to communicate confidently at all levels. Bilal has a highly organized approach, plenty of initiative and a genuine desire to contribute to the ongoing success of your Office. 


He has a reputation for delivering a high quality, personal service to both junior and senior work colleagues. Apart from being immediately available, he also has a strong background in general administration along with experience of working within a customer focused company like yours. 


Right now he is looking for a key support role, which provides plenty of variety, and where he will have responsibility for the administrative processes within the Office. 





CAREER HISTORY





REPUTED L.L.C – Dubai


OFFICE ADMINISTRATOR / SECRETARYApr 2013 - Present





Responsible for all the administrative processes within the office, as well as providing general secretarial support to enable the smooth and effective running of the office.





Job Profile 





Perform Office Administrator duties including filing & inventory. 


Typing Manual, make the Invoices & Quotations in the MSWord.


Prepare and manage correspondence, reports & documents. 


Presentation production and formatting (MS Word & Power Point).


Handling the customer service related works such as reception works &deal with the clients either by electronically or face to face.


Expert in communicate to the public, answering telephones, taking messages, deliver messages & responding to inquiries. 


Ability to follow written & verbal instructions. 


























CAREER STATEMENT 





“I feel that my greatest strengths are firstly my willingness to take responsibility for all the administrative duties within an office. Secondly my skill at working efficiently as part of a team, and forming solid personal bonds with other staff members, and thirdly my desireto work with existing management teams on any ad hoc tasks.” Muhammad Bilal























PERSONAL SKILLS 





Service orientated





Responsiveness 





Professional 





Problem solving





Well organized





Influencing skills















































IT SKILLS





MS Office Applications





MS Word





MS Excel





MS Power Point





MS Outlook





Internet Browsing





Internet Searching





Installation Software





Installation Windows














LINGUISTIC PROFICIENCY 





English Speaker





Hindi Speaker





Arabic Speaker (Moderate)











PERSONAL DETAILS








Date of Birth: 14-06-1990


Nationality: Pakistan


Gender: Male


Marital Status: Single





KEY COMPETENCIES AND SKILLS





Administration


Competent on all Microsoft Office program. 


Creating financial and statistical reports using spreadsheets.


Comfortable working with numerical data. 


Taking prompt, decisive and corrective action to rectify any short comings. 


Able to use office equipment like copiers, fax’s, scanners, printers, computers and office software. 


Ability to type 40 wpm and demonstrated proficiency on 10-key. 


Data Entry activities and proven ability to prepare Reports.


Responsible for setting & maintaining accurate filing system.


Financially astute with the ability to control budgets and expenditure. 


Monitor and meet the requirements of current Contracts and Agreements to include providing a timely alert to all concerned regarding expiry date, price reviews and product usage figures.





Professional 


Analyzing problems by collecting data, establish facts, and drawing valid conclusions.


Aptitude in financial management, financial reports and analysis. 


Ability to spot issues and opportunities before others. 


 Strong work ethic; self-starter; results orientated. 


Always challenging the status quo. 


Active team member with self-drive and motivation. 





Personal


Acting with the highest ethical standards and always treatingothers fairly & with respect. 


A creative & innovative thinker. 


Quick learner, honest, sincere, smart & hardworking. 


Having a practical approach to problem solving. 


Willing to be accountable, liable, & answerable for actions & decisions. A hand on manager able to lead by example. 


Pay duty with full of attention. 


	








ACADEMIC QUALIFICATIONS








INTERMEDIATE                                                  2006 - 2008


B.I.S.E FAISALABAD, PAKISTAN          








MATRICULATION                                               2004 - 2006     


B.I.S.E FAISALABAD, PAKISTAN








REFERENCES – Available on request.








