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Objective

To secure a promising position that offers both a challenge and a good opportunity for growth, both single and multi site I excel in current busy working environments, welcome challenge and remain level headed, calm and decisive in pressured situations. Possessing good people management skills, commercial awareness, excellent communication and articulation in the ever changing business world allows me to adapt to all scenarios. Confident and enthusiastic team player, enjoying new adventures I embrace knowledge and learn something from every day.

PROFESSIONAL EXPERIENCE

Administrative Assistant
  





          
M. Y. BAJWA & Co., Karachi – Pakistan. 









Sep 2012 – till to date
· International correspondence in liaison with customer needs Customs G.D. supervision and Preparation, Leading the team of Clearing Agents, Supervised data warehouse for future strategic prospects.

· Assist with preparation of the budget.

· Implement financial policies and procedures.

· Prepare and reconcile general bank statements. 

· Establish and maintain supplier accounts. 

· Ensure transactions are properly recorded and entered into the computerized accounting system. 

· Prepare income statements, Prepare balance sheets, Assist with the annual audit, Maintain financial files and records

· Supervise administrative services within the municipal office.

· Manage the filing, storage and security of documents, Manage the repair and maintenance of computer and office equipment.

· Supervise customer services and respond to customer inquiries.

Office Assistant







   
 

Ahmed Consultants, FZE – RAK, U.A.E. 

May 2009 – Aug 2012

·  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

·  Coordinate messenger and courier service

·  Receive, sort and distribute incoming mail

·  Monitor incoming emails and answer or forward as required

· Prepare outgoing mail for distribution

·  Fax, scan and copy documents

·  Maintain office filing and storage systems

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

·  Retrieve information when requested

·  update and maintain internal staff contact lists

·  Co-ordinate and maintain staff administrative records such as staff parking, staff phones and company credit cards

·  Type documents, reports and correspondence

·  Organize travel arrangements for staff

·  Co-ordinate and organize appointments and meetings

·  Assist with event planning and implementation

·  Monitor and maintain office supplies

·  Ensure office equipment is properly maintained and serviced

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

Personal Attributes

· Strong analytical and organizational skills, maintaining high ethical standards and committed to organizational goals.

· Flexible, self-motivated, keen learner, having a cheerful ‘can do’ attitude.

· Building a rapport with people, which encourages trust and confidence

· Enthusiastic, versatile, problem solver, juggles multiple tasks, responds creatively and quickly.

· Persuasive and persistent communications skills.

· Customer Centric Approach with good listening skills.

· Methodical and practical approach with good analytical skills.

· Comfortable in a fast paced, performance oriented environment.

· Ability to prioritize work and meet deadlines

Scholastic Achievements

Matriculation (Science) - 1998 from Army Public School (COD) Karachi

Intermediate DBA - 2004 from Ghazi Foundation College Karachi

Bachelor of Arts Administration - 2011 from University of Karachi 

Computer Proficiencies

Diploma in Computer Application (DIT) from Grace Institute of Technology Karachi.

pERSONAL INFORMATION

Date of Birth

April 25th 1980.

Nationality

Pakistani

Marital Status

Married

REFERENCES

Can be furnished upon request.

