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EMPLOYMENT
Executive Secretary | Director - Chairman’s Corporate Office| Dawood Hercules Corporation Limited
http://www.dawoodhercules.com (Rs. 85,197 + Benefits)
Karachi | May 15, 2013 - present
Coordinator/Exe Secretary | CFO and GH Strategy and Investors Relations 
Silkbank Ltd | http://www.silkbank.com.pk  (Rs. 50,000/-)
Karachi | Sept 10, 2009 – May 14, 2013
Executive Secretary | Managing Director | Trigen Pharma International Pvt. Ltd 

(a Shahnawaz Group) http://www.trigenpharma.com (Rs. 30,000/-)
Karachi | March 24, 2009 – September 9, 2009
Personal Assistant-Coordinator | CEO | Excellence in Education

http://excellenceineducation.ae/ (AED 4000 + Accommodation + Transport + Meals + Benefits)
United Arab Emirates | February 2, 2008 – March 12, 2008
Executive Secretary | EVP and Head of Marketing and Brand Management 

Habib Bank Ltd |  http://www.hbl.com (Rs. 30,000/- + Benefits)
Karachi | November 10, 2004 – January 31, 2008*
*(November 10, 2004 – December 22, 2006 on 3rd party contract with CCC Pvt. Ltd)  (December 23, 2006 – January 31, 2008 Bank Contract HBL)
Key Deliverables

· Schedule appointments and maintain calendar, providing additional ad hoc support as and when required 
· Prepares communication as requested, and using the most relevant and efficient form of communication

· Coordinates with Department Heads on meeting attendance requirements and supporting documents in advance of any meetings, as advised
· Arranges business itineraries and co-ordinates travel requirements, following company approved processes and approvals
· Developed specific goals to plan, organize and prioritize the work. Set short and long-term goals and monitoring progress of the agencies.

· Quick to identify potential problems, prioritize and respond.  
· Dealt promptly with all mail sent. Friendly and professional in manner at all times and display a high level of empathy towards all stakeholders/visitors. 

· Makes contact easily with people on different levels, do my best to make others feel at ease, makes an effort to establish new relationships, understands the personal values of others, can handle disputes or conflicts in a skilful way. 

· Seek opportunities to provide administrative support. All requests for administrative assistance met in a timely and professional manner. All meetings are serviced efficiently and notes or minutes are produced always on time with very few errors. Any errors or discrepancies are always rectified before distribution. 

· Provide assistance to other staff and management wherever possible.

· Project requirements as allocated are exceeded. Able to deal with all issues involved with project. Delivery deadlines are always met.

· Highly accomplished multi skilled Executive Secretary

· expertise in planning, developing, implementing and evaluating policies, programs and procedures to address organization’s day to day requirements and maintains professional competence, knowledge and skill necessary for the satisfactory performance of all assigned responsibilities

KEY SKILLS
Technical Skills

· Event Management: Over four years of personal experience and sound knowledge of planning, executing and monitoring large and small scale events. 
· Analytical skills: Can break down large pieces of work into smaller and more manageable parts

· Presentation skills: Has sound knowledge of how to convey message to the masses effectively.

· Computer Literacy: Advanced proficiency in Microsoft Office, including Outlook Express, Power Point, Word and Excel
Personal Skills
· Taking initiatives 

· Respect confidentiality, Organized and detail oriented works with a high degree of accuracy. Work effectively under pressure and to meet tight deadlines sees me thrive in challenging position, team working and creativity

· Determine work priorities, strong problem-solving and decision-making capabilities and attribute, provide administrative support
· Excellent oral and written communication skills

· Management skills, Flexibility, Highly organized and flexible enthusiasm and adaptability to a changing work environment, 

· Ability to multitask and meet changing deadlines
EDUCATION

University of Karachi, Karachi
B.A | July 2006 | 2nd Division
Majors: English Literature, Sociology, Education

St. Patrick’s College, Karachi
HSC II Commerce | May 1989 |  D Grade 
(POC, Eco & Comm.Geo, Accounts)
Christ the King Girls Secondary School, Karachi
SSC General | March 1986 | C Grade
PROFESSIONAL TRAININGS
·     Effective Business Writing Workshop | 18 May 2011 | Facilitator Dinaz Divecha, Karachi
· MS Excel 2007 |12 Oct 2010 | Viftech Solution Pvt. Ltd 
· MS Power Point & Outlook Express |13 Oct 2010 | Viftech Solution Pvt. Ltd
· Management Skills for Executive Secretary | November 15 2006| Nutshell, Karachi
· Secretarial Course | | CMC International
· Word Perfect Rel 5 |09 Oct – 2 Dec 1989 | Computer Connection
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OBJECTIVE


To work as an Executive Secretary where I can use my understanding of prioritizing, clerical, secretarial and administrative efforts to manage smooth operations for the Company and Executives





PERSONAL STATEMENT





Top-notch Secretary cum Administrative Executive with nine years+ of experience, coordinating office management and special projects with a high degree of efficiency Serve as point person for Executives, Managers and teams, to ensure proper lines of communication. 





Maintains excellent communication skills, problem resolution abilities, and a high-level of confidentiality equally effective at providing administration and advanced word processing support





JOB ROLE SUMMARY





Provide administrative and secretarial support, and efficiently coordinate the activities including arranging appointments, board and other meetings, mails and other general affairs. In liaison at all times with the PA , also responsible for setting an example for other Admin staff regarding professional conduct, grooming standards/requirements, manners and office behaviours














