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Job Objective:
I believe education is a powerful medium which can bring positive changes in the society, and help the nation grow. In order to contribute and follow my understanding, I would like to apply for an Administrative Assistant position in your esteemed organization where my administrative skills can help in providing quality education to students so that they can make the nation proud.
Summary of Skills:
· Capable of managing calendar and organizing school events in coordination with senior teachers and principal.
· Sound knowledge of computer applications like Word, Excel, spreadsheet and database programs.
· Proficient in handling diverse tasks and take initiative to handle different problems.
· Ability to learn new software programs for administrative duties and implement it efficiently.
· Skilled at handling and maintaining co-operative relations with parents to solve queries.
· Strong background in handling duties in schooling environment and addressing needs of special children.
· Ability to multitask and handle stress and work well under pressure.
· Expertise in handling Microsoft Office Suite, Google Spreadsheet and database software.
Educational Background
Education	Year of completion 
· MBA	                  2014
· BBA	                   2010
· HSSC	                   2005
· SSC	                   2003
Work Experience:
La Chirurgie Cosmetic surgery and laser clinic:
July 2018 to till
HR Exective:
· Welcomes patients and visitors by greeting patients and visitors, in person or on the telephone; answering or referring inquiries.
· Optimizes patients' satisfaction, provider time, and treatment room utilization by scheduling appointments in person or by telephone.
· Keeps patient appointments on schedule by notifying provider of patient's arrival; reviewing service delivery compared to schedule; reminding provider of service delays.
· Answering patients' questions; maintaining the reception area.
· Ensures availability of treatment information by filing and retrieving patient records.
· Maintains patient accounts by obtaining, recording, and updating personal and financial information.
· Obtains revenue by recording and updating financial information; recording and collecting patient charges; controlling credit extended to patients; filing, collecting, and expediting third-party claims.
· Maintains business office inventory and equipment by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies; scheduling equipment service and repairs.
· Helps patients in distress by responding to emergencies.
· Protects patients' rights by maintaining confidentiality of personal and financial information.
· Maintains operations by following policies and procedures; reporting needed changes.
· Contributes to team effort by accomplishing related results as needed.

Pakistan Institute of Modern Studies (Joint project of PIMS)
April 2018 to July 2018 
Office Assistant /Hr Assistant.
 Performs clerical duties, including, but not limited to, mailing and filing correspondence, preparing payrolls, placing orders, and answering calls
· Interacts with clients, visitors, and vendors
· Sorts and distributes incoming mail
· Arranges meetings by reserving rooms and managing refreshments
· Types correspondence, meeting notes, and forms among other documents
· Photocopies, scans, and files appropriate documents
· Edits documents for accuracy
· Maintains accurate records and enters data
· Assists with organizing events when necessary
· Conducts research and compiles data
· Signs for delivered packages and distributes them to the appropriate recipient
· Interacts with directors when necessary
· Assists in setting up new client accounts
· Maintains financial database records
· Covers reception upon occasion
· Maintains stock of supplies by anticipating work requirements, ordering supplies, and distributing supplies where necessary
· Answers customer questions and confirms customer orders
· Engages in educational opportunities as needed
· Performs additional duties when required, including drafting brochures and organizing the filing system
World Health Organization;
Nov 2017 to March 2018:
Position: Area Incharge. Smts Zone

· Monitor the EPI campaign to insure the planning and its implementations
· I also make a liaison between community and team members
· I also conduct the team’s training before EPI campaign.
· I also facilitate the teams in field during different situations.
· Insure meetings with assistant commissioner health officer and union council medical officers to successfully complete the EPI campaign in UC.
· I compile and report the data after analyzing it.
Islamabad Group Of education/ Naval Consultancy
Oct 2016 to Oct 2017
Position: Educational Counselor/Hr Assistant.
· Providing educational counseling services to student and parents.
· Processing universities admission and maintain their updates regarding admission
· Maintain payment record of applicants
· Make commission invoices
· Coordinate with embassies regarding applicant appointments and requirements.
· Conducting seminars on career counseling
· Participating in Educational Expo arrange all information regarding studies
· Acting as a successful link between students and different organization and universities
· Examine and evaluating the academic progress of students
· Motivate students to have a positive approach towards studies
AK Consultants PVT LTD
Position: Educational Consoler/Hr Assistant.
Aug 2014 –Sep 2016
· Processing and maintain all status report and pay changes
· Maintain all employee files as to ensure accuracy and compliance
· Providing educational counseling services to student and parents.
· Processing universities admission and maintain their updates regarding admission
· Maintain payment record of applicants
· Make commission invoices
· Coordinate with embassies regarding applicant appointments and requirements.
· Conducting seminars on career counseling
· Participating in Educational Expo arrange all information regarding studies
· Acting as a successful link between students and different organization and universities
· Motivate students to have positive approach towards studies
· Receiving student details and assesses the suitability of the candidates for the course and university of his/her choice.
· Keep the updates about the changes in the admission regulation and important dates.
· Ensure admission and visa procedures along with accommodation and travelling booking are complete accurately and within the restricted time.
· Interact with university delegates to build up healthy relations with everyone
· Stay updated with various study abroad programs offered by universities and uses the knowledge in helping students
The professional pvt ltd
Jan 2012-Aug 2014
Study abroad Coordinator:
· Collecting applications forms and supporting documents from students and checked the forms for accuracy, completeness and authenticity of information
· Sent application form to the University for Evaluation, and kept track of the admission evaluation process to know the status.
· Inform the students about universities acceptance or rejection or any Skype interview or extra documents
· Acquire admission letters and visa letters from universities to complete visa application form
· Prepare visa application form along with all necessary requirements and documentation.
· Guide students about the country and culture of that country and education system
NIB Bank F-10 Islamabad 
· Internee
· Answering with direct and telephonic calls with clients
· Assist with accounts payable and accounts receivable
· Prepare deposits
· Prepare journal entries
· Monitor office assists
· General Filing
Human Appeal International
Internee/office assistant
Jan 2011 - Dec2012
· Assist with develop and implementation of professional opportunities
· Assist with special event planning for audience development initiatives
· Assist with patron and customer relations
· General Filling
· Organize events
· Organize and maintaining data
· Arrange conference and events and debates
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