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                                                                                  Professional Summary




_
To give my best in my professional pursuit for overall benefit and growth of the company that I serve by facing the challenges. I will show my caliber and gain some experience. PERSONAL COMPETENCIES Ability to work in a fast-paced environment to set deadlines Excellent oral and written correspondence with an exceptional attention to detail Highly organised with a creative flair for project work Enthusiastic self-starter who contributes well to the team Excellent interpersonal, report writing, negotiation and communication skills.

Dedicated Office Assistant with over 6-7 successful years of clerical experience in busy office environments achieving superior levels of administrative effectiveness. Excels in telephone support and greeting arriving visitors. Strong knowledge of different software and history achieving high data output.

                                                                                               SKills




_

_
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Knowledge Iy M Office.
Knowledee in excel.

Knowledge in Power point.
Knowledge in Adobe Photoshop.
Knowledge in Android Basics.
Knowledge in Paint.

Urdu Inpags typing
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Administrative support
Advanced Clerical Knowledge
Filing and data archiving
Office management

Social media knowledge
Spreadshest management









                                                                                               Work History




_
_
Office Assistant, 11/2019 To Current

CECOS University of It & Emerging Sciences – Peshawar, Khyber Pakhtunkhwa

· Produced high-quality communications for internal and external use.

· Provided clerical support, addressing routine and special requirements.

· Leveraged accounting software to manage expenses and keep track of finances.

· Developed presentations and generated reports to facilitate office operations.

· Executed record filing system to improve document organization and management.

· Scheduled office equipment repair and maintenance to extend equipment lifespan and prevent unplanned downtime.

· Drafted common document templates to reduce time spent creating documents from scratch.

· Completed clerical tasks such as filing, copying and distributing mail.

· Developed correspondence letters, memos and emails.

· Kept office supplies well organized and sufficiently stocked, placing orders promptly to replenish materials 

before depleted.

· Edited documents to keep company materials free of grammar errors.
Office Assistant & Computer Operator, 06 /2016 to 11/2019
Hayatabad Model School – Peshawar, Khyber Pakhtunkhwa
· Managing filing System

· Recording information as needed

· Greeting Clients and Visitors as needed

· Updating paperwork, maintaining documents and word processing

· Helping Organize and maintain office common areas

· Performing general office clerk duties

· Coordinating events as necessary

· Maintaining office equipment as needed

· Creating, maintaining, and entering information into database

· Guide customer, related to admission and other school activities

· Knowledge in Accounting e.g Entering employee salary, Balancing of school fee

· Provide Administrative support to the accountant

· Performed accountant work using the simply accounting program

· Answered phones and correspondence on a daily basis

· Provided clerical support, addressing routine and special requirements.

· Produced high-quality communications for internal and external use.

· Completed clerical tasks such as filing, copying and distributing mail.

· Interacted with customers by phone, email or in-person to provide information.

Safety supervisor, 10/2013 to 11/2015

Shaukat khanum Memorial cancer hospital, Ravi Construction

· Approx 2 Years of professional experience in managing Health, Safety & Environment in construction field of worker safety identified electrical hazard and other job etc.

· DUTIES AND RESPONSIBILITIES

· To be fully conversant with client’s Health, Safety and Environment documents and emergency procedure

· To prepare and maintain weekly and monthly safety statistics report

· To implement emergency response plans

· To report accidents / near miss to client and to Top management of the organization

· To prepare daily site inspection report for file and correct deficiencies

· To coordinate with authorized trainer / client and ensure client’s mandatory courses are attended by the required personnel

· Inspect on the job site to make sure that everything is, safe the satisfactory

· Provide appropriate safety and Protective equipment to all employees at work site and to ensure that the equipment provided must be properly used

· Responsible to correct any, unsafe act and unsafe condition

· Ensure that safe and healthy working environment for employees is to be maintained at all times, including vehicle safety

· Conduct monthly safety meeting with the representative of workmen on a regular basis to promote safety consciousness among employees

· Ensure all personnel are educated in fire prevention practices and the use of fire extinguishing equipment

· Responsible to implement safety in every activity at all locations where the work is performed in such manner, as to avoid any risk or bodily harm to persons or damage to property.

                                                                                               Education




_
_
Bachelor of computer(BCS Hons) Session 2009 – 2014 
Institute of management sciences, Hayatabad, Peshawar, 

(CGPA 3.40) 
 Higher secondary school certificate Session 2008 – 2009.(Ist Division)
Qurtuba school & College Hayatabad(Peshawar), 
Secondary school certificate  session 2002 -2007
Fazaia school kohat

                                                                                               Accomplishments




_
· One-week Workshop training from NXTGEN Winter Camp (Peshawar 2.0), basecamp (Peshawar)

· Two days Training Programme on Public speaking (Organization for youth & development)

· One day Seminar on Globalization in Pakistan at institute of management science by Sahibzada M.Haider Jan (Chief executive Voice of youth)

· One-month Project training from Technocrats institute of engineering and technology: A brief study of personal protective equipment (PPE’s) under guidance by Mr  Amir, Manager (Safety & Environment), Technocrats institute, Peshawar (Pakistan)

· One-week Workshop training from NXTGEN Winter Camp (Peshawar 2.0), basecamp (Peshawar)

· ONE Day Fire Training Programme on Fire Prevention, Fire Protection and Fire Fighting from technocrat institute, Peshawar (KPK)

· One-day Seminar on Health and safety engineering from University of engineering (Organized by Department of Mining engineering)

· Two days Training Programme on Public speaking (Organization for youth & development)

· One day Seminar on Globalization in Pakistan at institute of management science by Sahibzada M.Haider Jan (Chief executive Voice of youth).

                                                                                               Certification




_

· Introduction to safety management from occupational safety & health training(USA)

· Managing safely & safety management from institution of occupational safety and health(Uk)

· Cisco certified network administrator (Inara system Peshawar)

· Microsoft certified information technology specialist (Microsoft corporation UK)
                                                                                          Personal Competencies





· Ability to work in a fast-paced environment to set deadlines

· Excellent oral and written correspondence with an exceptional attention to detail

· Highly organised with a creative flair for project work

· Enthusiastic self-starter who contributes well to the team

· Excellent interpersonal, report writing, negotiation and communication skills.
LANGUAGE KNOWN

1. English
2. Urdu
Referees:

Available upon request.
Declaration

All the given details are updated and true to my knowledge and I can produce the documents whenever and so required for the same.
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