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Personal Details
___________________________
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      Father Name:
       Muhammad Rafiq

[image: E:\Icon\Email.png]      Email:               
        saifkhanpk1947@gmail.com

[image: E:\Icon\Cell.png]      Mobile:
      +923335252501
[image: E:\Icon\Address.png]      Address:
H No. PD-246, Pindora           Saidpur Road, Rawalpindi        
     
[image: E:\Icon\DOB.png]      Date of Birth:
      April 18, 1980

[image: E:\Icon\Gender.png]      Gender:
       Male

[image: E:\Icon\Nationality.png]     Nationality:
      Pakistani
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      Islam













[image: E:\Icon\Skill.png]      Skills  
______________________

Filing System

Microsoft Office

Word

Excel

Power Point

Outlook

Installation of Windows,  
MS Office, Software, etc

[image: E:\Icon\Lanuage.png]      Languages   	
______________________

English, Urdu, Punjabi 

[image: E:\Icon\Hobbies.png]      Hobbies 
___________________________

Reading Islamic books, Internet Browsing

[image: E:\Icon\Reference.png]       Reference
________________________

Will be provided on request
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        OBJECTIVE 
_________________________________________________________________

Success is never the destination it's only a stopover. To work in competitive and challenging environment. Where I can flourish my knowledge and skills for the betterment of organization.
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       EDUCATION   
____________________________________________________________

Bachelor of Arts, BA (1st Division)                                      2010
Allama Iqbal Open University 

HSSC/F.Sc (2nd Division)                                                      1998                                                 
Government Postgraduate College Satellite Town, Rawalpindi

SSC/Matric Science (2nd Division)                                      1996                                               
Government Muslim Higher Secondary School 
Saidpur Road, Rawalpindi
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        Employment History    
____________________________________________________________

Margalla Institute of Health Science        Aug 2022 to date
Assistant 

Responsibilities:

· Provide information regarding admission policies, procedures, eligibility, and deadlines.
· [bookmark: _GoBack]Collect, review and verify application forms and supporting documents for registration process. 
· Enter applicant details accurately into the registration management system on ERP. 
· Maintain and update registration records, files, and databases regularly.
· To ensure that all registration records of applicant update in proper filing system.  
· Maintain and update fee record of students in manual filling system and ERP database.
· Respond to inquiries via phone, email, in a professional manner. 
· Perform any other task assigned by the senior management.

Prime Tele Power Solution (Pvt) Ltd         Feb 2017 – Jul 2021 
Admin Assistant 

Responsibilities:
· Receive incoming/outgoing office mail and distributes to concern department.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              Maintain and update personal files of employees and leave records.
· Maintain and update office files and correspondences record.
· Prepare and verify of monthly courier receipts record.
· Preparation of weekly site work progress report. 
· Preparation of monthly payroll sheet office and sites. 
· Preparation of monthly attendance sheet office and site. 
· Quarterly update inventory record of office equipment’s.
· Check and verify of site expense bills. 
· Preparation of monthly petty cash report. 
· Update and maintain HR policies time to time.
· Update list of phone numbers and address of contractors and clients.
· Any other task assigned by senior management when required.
 	
Foundation University Islamabad              Dec 2010 - Oct 2016
Office Assistant 

Responsibilities:
· Preparation of new employee’s contract, appointment letters and joining letters.
· Maintain personal files and leaves record of employees, management and faculty members. 
· Update office files and correspondence record by proper filing system.
· Preparation of weekly class room schedules and posted on the notice board.
· Issuance of vehicles stickers of management / staff and update records.
· Check and verify medical bills of employees and management.           
· Prepare and maintain attendance record of employees.
· Maintain and update student’s attendance records.
· Assist faculty in computer related work like formatting printing and typing work.
· Prepare and update personal dat of employees and management like mobile numbers, addresses, emails, CNIC numbers, joining date etc.
· Assist management and faculty members in planning of orientation ceremony, convocation ceremony, student affairs, entry test, sports day etc.
· Any other task assigned by the senior management. 

Comsats Institute of Information             Mar 2007 - Nov 2010
Technology 
Upper Division Clerk (UDC)

Responsibilities:

· Maintain office files and correspondence records. 
· Receive incoming/outgoing office mail and update mail registered. 
· Maintain and update personal files and leave record of employees.
· Daily office typing work correspondence letters, circulars and notifications. 
· Preparation of office quotation, payment note and approval and maintain record.
· Preparation of monthly attendance sheet of employees.
· Preparation of monthly petty cash report. 
· Preparation of monthly contractor bills.
· Preparation of weekly vehicles movement report. 
· Preparation of monthly petrol statement report.
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