


Career Objective

To excel in the dynamic and intensely competitive field of Customer Services by utilizing my interpersonel and management skills so as to achieve growth with prosperity.



Professional Experience
	Jul2013-Till Date

July 2011 – Jul 2013
	N.A.D.R.A (NATIONAL DATABASE AND REGISTRATION AUTHORITY, GOVT OF PAKISTAN
Data Entry Operator
NADRA is the largest Govt. IT organization in Pakistan, over 11000 employees, more than 400office nation wide, plus 5 international offices and still growing. 

POSITION:
SUPERVISOR 
Job Description: 

· Supervise customer care issues.

· Fulfill all the day to day office administration requirements of the division and AVP’s office which may include but not limited to:

· Act as first point of contact for Division.

· Answering telephone, business correspondence, filing and faxing.

· Providing administrative assistance to the other team members.

· Proactive liaisoning with Admin/HR/IT departments, office of CEO/Investment Committee/ Board and representatives of our subsidiaries.

·  Ordering and managing office consumables, stationeries etc.

· Arranging meetings and appointments.

· Making reservations-Travel/ Restaurants as and when required.

· Overall supervision and management of the files (hard and soft copies.)

Work Experience:

Over 4 years of work experience in different leading organization of Pakistan.

Admin officer: Kohinoor Spinning Mills Limited Pakistan.

I worked as an admin officer in Kohinoor Spinning Mills Limited from year 12-09-2013 to 18-08-2015.

 Here I responsible to manage the administration department and renovation related work of the offices, production and parking area.
Vice Principal: AL Faizan Public School, Pakistan. worked as a Vice Principal for evening classes at Al Faizan Public School from the year 12-09-2013 to 26-08-2013.Here I was responsible to manage the whole institute as a Vice Principal and teaching of different subjects like Maths and English to Matriculation and Intermediate level classes.
Distributive Attributes:

· Ability to work in a challenging.

· Ability to work with multi-discipline team.

· Ability to work under pressure and interest to grasp new assignment very quickly.

· Ability to influence clients, company employees and contractors to enhance safety performance.
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Education

	July 2007:
	·  B.COM  BACHELOR IN COMMERECE 2012  

PUNJAB UNIVERSITY LAHORE PAKISTAN (ATTESTED)




	 
	


	June 2002:
	· INTERMEDIATE IN COMMERCE (I.COM)  2010

FEDERAL BOARD OF INTERMEDIATE ND SECONDARY EDUCATION ISD



	 
	


	March 2000:
	

	 
	




Skills
Computer Skills

Fairly skilled in using;

            AutoCAD, Microsoft office word, excel and power point.


Courses Attended

Personal Information

	Birth Date:
	27-08-1991

	Gender:
	Male

	Nationality:
	Pakistani

	Visa Status:
	Visit 

	Residence Location:
	Abu Dhabi, United Arab Emirates 

	Marital Status:
	single
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