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Professional Summary
Detail-oriented and highly organized Administrative and Executive Support Professional with 5+ years of experience providing high-level clerical, executive assistance, and customer service. Skilled in calendar management, correspondence drafting, meeting coordination, and confidential data handling. Proficient in MS Office Suite with advanced skills in Excel (Pivot Tables, VLOOKUP, Data Analysis) and PowerPoint for professional business presentations. Adept at multitasking, communication, and supporting senior leadership with integrity and discretion. Currently pursuing BBA (6th semester) with a specialization in business and management.

Core Competencies
· Executive & Administrative Support
· Calendar & Travel Management
· Document Control & Filing Systems
· Meeting Coordination & Minute Taking
· Professional Correspondence Drafting
· Microsoft Office (Excel, Word, PowerPoint, Outlook)
· Data Analysis & Report Preparation
· Time Management & Multitasking
· Stakeholder Liaison & Communication
· Confidentiality & Professional Integrity

Professional Experience
Clerk / Executive Assistant
Bahria University – Islamabad, Pakistan
Jun 2023 – Present
· Provided executive-level support to department heads and senior management.
· Drafted official letters, reports, and minutes of meetings.
· Managed calendars, scheduled meetings, and coordinated departmental activities.
· Maintained records, filing systems, and ensured compliance with procedures.
· Handled sensitive and confidential data with discretion.
Intern (Accounts Department)
Suzuki Rawal Motors SMC Pvt. Ltd. – Rawalpindi, Pakistan
Nov 2024 – Dec 2024
· Assisted in financial reporting, data analysis, and account reconciliation.
· Maintained accurate documentation and supported departmental operations.
· Demonstrated strong learning agility and attention to detail.
Office Assistant
Drug Service Pvt. Ltd. – Islamabad, Pakistan
Oct 2021 – May 2023
· Coordinated schedules, supported office administration, and maintained records.
· Drafted correspondence and handled internal communications.
· Provided customer service and inquiry resolution with professionalism.
· Supported procurement and order processing with accuracy.

Education
· BBA (6th Semester, Ongoing) – Virtual University of Pakistan
· ADP Commerce (14 Years) – Virtual University of Pakistan | 64%
· Intermediate (Pre-Engineering) – Shaheen Group of Schools & Colleges, Karak | 87%

Certifications & Training
· QuickBooks Certification (Nov 2023 – Feb 2024)
· Digital Literacy Course (Microsoft Office, Internet Tools, Digital Communication) (Mar 2023 – Jun 2023)

Languages
· Pashto: Native
· Urdu: Expert
· English: Intermediate (Written & Conversational)

