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A motivated and detail-oriented professional seeking a position in the administration or HR field where I can apply my knowledge of administrative support. With hands-on experience in HR operations, and government documentation processes, I aim to contribute to organizational efficiency, accurate claims processing, and effective record management. Eager to grow within a dynamic team, enhance operational workflows, and continue learning in a structured, collaborative environment.

EDUCATION
National University of Modern Languages, Islamabad			  
Bs. Public Administration and Governance | 
EXPERIENCE
HR & Admin Assistant		    Continue
    Nobility (MBS)

HR Internee		    3 Months
    eGeeks Global Rawalpindi

Administrator		    6 Weeks
    Ministry of Planning, Development and Special Initiatives

Software Rectification		    6 Months
    Aqsa Engineering Pvt
SKILLS
[bookmark: _GoBack]Technical Skills
· Software Troubleshooting & Rectification
· Administrative and Document Handling
· HR Data Entry & Payroll Assistance
· Report Generation & File Management
Soft Skills
· Proficient in Microsoft Office, Word, Excel, PowerPoint, Research
Personal Skills
· Communication, Time-management, Adaptability, Problem solving, Analytical Thinking, Teamwork.

LANGUAGES
· English
· Urdu
image1.png




image2.png




image3.png




image4.png




