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OBJECTIVE
“To gain hands on experience utilizing my Admin skills /practices and commitment to perform quality work in a progressive organization that has the need for Admin professional and offer opportunities for advancement to mutually gain creative solutions, conductive to organizational competiveness.”

SUMMARY OF QUALIFICATION
Over 06 years of experience in Admin Management including data maintenance, record keeping/ official filing , official correspondence (recruitment demands, payment approvals, forwarding invoices, receiving payments, making schedules for duties , maintain discipline in office, arranging meetings and handling calls).
· Masters in Business Administration (HR) (2011) 
Mohi ud Din Islamic University of AJK (Islamabad Campus) Pakistan. 
· Post Graduate diploma in Information Technology (PGDIT) from Vaqar un Nisa Post Graduate College 
· Short Orientation  Computer Course 
· Bachelor of Arts (2004) Psychology, Political Science 
University of the Punjab Lahore. Pakistan. 
Work Experience
NATIONAL ENGINEERING & SCIENTIFIC COMMISSION ISLAMABAD
February 2008 to November 2013
Admin Assistant / Data Entry Operator
Major responsibilities
Work done in MS Excel
· Maintaining employees data 
· Making duty Schedules 
· Making overtime calculations 
· Preparing bills for vehicles 
· Preparing annual stationary demands 
Work done in MS Word 
· Preparing recruitment approvals, medical card approvals. 
· Security clearance correspondence 
· Covering letters for invoices, Bills 
· Covering letters for house hiring’s, medical treatments, etc 
· Issuing  Warning Letters 
· Forwarding  over time approvals 
· PUSC approvals 
· SOP Approvals 
· Forwarding Meeting Minutes for intimation. 
· Preparing Memos for all payments, overtimes, bills etc. 
Administrative duties 
· Maintaining office files. 
· Keeping office Records. 
· Maintaining Mail Records. 
· Maintaining attendance registers. 
· Writing meeting minutes/ circulars. 
· Arranging meetings. 
· Receiving, direct and relay telephone massages and fax massages. 
· Dealing with customers. 
  Assisting  new staff.
· Maintaining professional and friendly communications as the first point of call for general external enquiries and correspondence. 
· Receiving and coordinating incoming correspondence, including collecting and distributing mail. 
· Coordinating the content, publishing and distribution of Annual Reports and other office publications as required. 
· Distributing and recording all Cash transactions. 
· Arranging inquiries against complain. 
· Co ordination with other departments. 
· Sending memos and reminders to members of the administrative team. 
· Overseeing the smooth running of the office. 
· Making sure files and paperwork are not duplicated. 
· Organising repairs to office equipment. 
LUCKY STAR SCHOOL RAWALPINDI
From August 2006 to August 2007
Admin Coordinator
· Maintaining staff attendance. 
· Maintaining student discipline. 
· Typing questions papers for students. 
· Receiving payments and making invoices. 
· Maintaining stationary for school. 
· Maintaining academy registers. 
· Facilitating teachers. 
· Assisting in planning and preparation of meetings. 
· Respond to public inquiries. 
· Receiving, direct and relay telephone massages. 
· Preparing result cards, fee cards. 
· Maintaining Teachers data and student data. 


Currently working
Currently working in Xad Technologies as Sales Co ordinate.
Sales Coordinator / Validater
· Making a final validation call to confirm. 
· Dealing with customer enquiries over the phone or via email. 
· Coordinating with management HR/ Admin. 
· Maintaining daily sales Reports. 
· Maintaining Sales Performance. 
· Keeping and maintaining Records. 
· Acting as Bridge between management and sales Team. 
· Identifies Sales opportunities by identifying prospects and evaluating their demands in Market researching and analyzing sales options. 
· Prepares reports by collecting, analyzing, and summarizing information. 
· Responding to incoming email and phone enquiries. 
· Recording sales and order information and sending copies to the sales office, or entering figures into a computer system. 
· Maintains professional and technical knowledge by attending educational/ Training workshops. 
· Attending team meetings and sharing best practice with colleagues. 

Education
MOHI-UD- DIN ISLAMIC UNVERSITY, NERIAN SHARIF, AJK (2009 To 2011)
MBA Human Resource Management
Relevant coursework included : Principles of management, Principles of Marketing, Financial Accounting, Business communication, Computer orientation, Cost and
	management
	accounting,   Organizational   behaviour,   Marketing   management,

	Management
	information  system,  Business  research  method,  Economic  Theory,

	Financial  management  ,  Human  resource
	management,  Project  management  ,  Total

	Quality   management,   Entrepreneurship,
	training   and
	development,
	Strategic

	management, Personnel Management,  Career Management,
	Project
	


Bachelor of  Arts (2004)
University of the Punjab Lahore. Pakistan.
Pshchology, Poltical Science
Diplomas
· B.Ed from Air University Islamabad. (2006) 
· Post Graduate diploma in Information Technology (PGDIT) from Vaqar un Nisa Post Graduate College 
· Short Orientation  Computer Course 
STRENGTHS
· Honest, Loyal and Hardworking. 
· Take ownership of assigned tasks and a good team player. 
· Always looking for more efficien and effective ways to accomplish assigned tasks. 
· Dynamic and active learner. 
· Detail oriented as well as result oriented. 
· Capable of working under stress and  able to maintain strict timelines. 
· Good observer with problem solving and analytical skills. 

SKILLS
Office Administration
· Manage and maintain Staff Database and Office Inventory. 
· Office Administration (Include Purchasing/Supporting) 
· Maintain office discipline 
· Handle calls 
· Keeping and maintain records 
Computer Skills
· Microsoft Office word, Excel, PowerPoint  access, outlook, Visio. (All Versions) 
· Computer Based Training Software 
· Operating Systems management and administration 
· Fluent in English and Urdu. 

PERSONAL DETAILS
	
	Date of birth:
	27th September 1984

	
	Gender:
	Female

	
	Nationality:
	Pakistani

	
	Marital status:
	Married

	
	Visa:
	Husband Sponsorship

	
	Driving license
	Valid driving license, UAE

	
	
	



References
Will be furnished on request.
