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SAEED
PERSONAL PROFILE

· Address: Pakistan
· Contact No: +971504753686
· Email Address: saeed-244029@2freemail.com 
CAREER PROFILE
My experience is in varied roles namely Public Relations Officer (PRO), administration, Accounting, sales and equipment operator. I have exposure working in Dubai, KSA and Pakistan in FMCG, IT and ground handling companies.

EDUCATION QUALIFICATION

· MBA (Master in business administration) Specialization in Management Information System (MIS) from Preston University, USA, Islamabad Campus. PAK.

· B.Sc(Bachelor of Science)from Islamic University Bahawalpur Pakistan.
· D.C.S (Diploma in Computer Science) from Polytechnic University UKRAIN.

· D.C.S (Diploma in Computer Science) from National College of Computer Science, Rawalpindi Pakistan.
SKILLS
· Fluent in English, Arabic, Russian and Urdu (Reading, Writing and speaking)
· Competent in Microsoft Office packages

· UAE Driving License (Auto) 3 ,year 2008

EMPLOYMENT HISTORY
Company Name: Emirates Group of Aviation Dubai.UAE

Job Title           :Office Assistant 
Date                  : Jan 2016 to Jan 2018
Responsibilities:

· Answer phones, filing, data processing, faxing, envelope stuffing and mailing, message delivery, running errands, sorting incoming mail and typing all kind of documents. Receiving, analyzing and processing information pertaining to products, services, customers and suppliers. Receiving and distributing packages or mail and answering emails and phone calls. 
· CPM editor. ( Polite Container Management )   
Company Name:Arooj Packaging Services LLC. Dubai UAE.
Job Title:Office Assistance and PRO (Public Relations Officer)
Date:November 2013 to 2015
Responsibilities:
· Managed all types of documents and activities for official submission/collection of various legal documents related to Labor office, immigration and Ministries
· Relationship management by representing the company as required, namely police station, airports, embassies, ministries/municipalities and Accounts related works.
· Answer phones, filing, data processing, faxing, envelope stuffing and mailing, message delivery, running errands, sorting incoming mail and typing all kind of documents. Receiving, analyzing and processing information pertaining to products, services, customers and suppliers. Receiving and distributing packages or mail and answering emails and phone.
Company Name:Fajer e Makkah Food Stuff Trading LLC. Dubai. U.A.E.
Job Title :Office Assistance andP R O(public Relations Officer)
Date : 2009 to 2012

Responsibilities:

· Managed all types of documents and activities for official submission/collection of various legal documents related to Labor office, immigration and Ministry

· Relationship management by representing the company as required, namely police station, airports, embassies, ministries/municipalities and Accounts related works.
· Answer phones, filing, data processing, faxing, envelope stuffing and mailing, message delivery, running errands, sorting incoming mail and typing all kind of documents. Receiving, analyzing and processing information pertaining to products, services, customers and suppliers. Receiving and distributing packages or mail and answering emails and phone.
Company Name :Al- Samoud Typing Center, Dubai. U.A.E.
Job Title   :Office Assistanceand PRO(Public Relations Officer)
Date  :2006 to 2009
Responsibilities:

· Managed all types of documents and activities for official submission/collection of various legal documents related to Labor office, immigration and Ministry

Relationship management by representing the company as required, namely police station, airports, embassies, ministries/municipalities and Accounts related works.
· Answer phones, filing, data processing, faxing, envelope stuffing and mailing, message delivery, running errands, sorting incoming mail and typing all kind of documents. Receiving, analyzing and processing information pertaining to products, services, customers and suppliers. Receiving and distributing packages or mail and answering emails and phone.
Company Name : M/S ABU OUF SONS (PVT)MadinaAlmunnwrah K.S.A.
Job Title: Office Assistance
Date : 2000 to 2004
Responsibilities:
· Answer phones, filing, data processing, faxing, envelope stuffing and mailing, message delivery, running errands, sorting incoming mail and typing all kind of documents. Receiving, analyzing and processing information pertaining to products, services, customers and suppliers. Receiving and distributing packages or mail and answering emails and phone and Accounts related works.
Company Name: M/S Royal Enterprises (PVT) Islamabad, Pakistan.
Job Title: Office Administrator

Date: 1997 to 1999
Responsibilities:

· Revolve around managing and distributing information within an office. This generally includes answering phones, taking memos and maintaining files, in charge of sending and receiving correspondence, as well as greeting clients and customers.

References furnished upon request

