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Objective
		

	I am an enthusiastic and self-motivated individual capable of achieving objective as demonstrated by the successful completion graduation and commitment to work experience activities. I possess the ability to solve problems and work under pressure. Working as part of a team, and dedicated to achieving the team targets as well as well supporting team members where necessary. 
Education       
		

· Graduate		Allama Iqbal Open University						(2005)
· Intermediate	Federal Board of Intermediate & Secondary Education Islamabad 	(2002)
· Matriculation  	Federal Board of Intermediate & Secondary Education Islamabad	(1997)

Professional Experience

· Working in Prime Institute of Health Science as a Admin Supervisor since 8 Feb 2021 to till date.  
·  Worked with Yahesa Accounting Ltd (UK & UAE) Form 25 Feb 2021 to 30 August 2025 as a administrator remote Part time Job. Strong technical knowledge in accounting, bookkeeping, and financial reporting.
· Worked in Pakistan Navy Sailing Club as an admin officer. 1 June 20 to 15 Oct 2020 
(Club is sealed order by High Court).
· Worked in Webdoc Ltd as a claim officer since 8 Oct 19 to 30 May 2020.
· Worked in Electrometer Engineering Services as a Admin/HR Assistant since 27 July 2017 to 12 October 2018.
· Worked in Rapid Construction Pvt Ltd (RC) as Admin/HR Assistant since 15 Apr 2013 to 31 Mar 2017. 
Responsible for
· Maintain of employee database & employee record on regular basis.
· Providing assistance in typographical work, as well as drafting of official correspondence.
· Insure that all data required is being collected by relevant department, analyze such data, and draft progress reports.
· Providing complete administrative support to admin department.
· Issuing office security cards to fresh employees and renewing of office cards annually.
· Perform other duties as assigned by the Manager Admin/HR.
· Handling Internal Office Memorandum circulation, HR Communication and other Office orders.
· Keeping record of Medical, Mobile bill, fuel benefit and other remunerations.
· To manage leaves record of employees.


· Worked in National Foundation for Resource Development (A project of Army Housing Directorate, GHQ) as Admin/HR Assistant from February 2012 to April 2013. 


Responsible for
· Maintain of employee database & employee record on regular basis.
· Organize and maintain filling system of Admin/HR.
· Providing assistance in typographical work, as well as drafting of official correspondence.
· Providing complete administrative support to admin department.
· Advertisement of posts in press. Collecting and sorting applications. Issuing call letters.
· Preparing Presentations.
· Perform other duties as assigned by the Manager Admin/HR.
· To manage leaves record of employees. 


· Worked in Paknet (A project of Pakistan Telecommunication (Pvt) Ltd) as Assistant from February 2000 to December 2007. 
Responsible for
· Receive incoming mail and record in hard & soft form.
· Distribution of received mail to concerned division / section.
· Dispatch outgoing mail and update record in hard & soft form.
· Providing assistance in typographical work.
· Perform other duties as assigned by the Head of the department.

I.T Courses/Experience

· Strong Professional grip on MS Office. (Ms Word, MsExcl,)
· Three months Diploma in Computer Science from Super Tech Institute Islamabad.
· Typing Certificate from Staff Welfare Organization Trade Training Center Islamabad.
· MCSE Three months Course from CORVIT Center Islamabad.
Professional Skills

· Self - Motivated 
· English Typing Speed30 (W.P.M)
· Urdu typing
· Internet, mailing, browsing etc.
Languages
Urdu, English, Punjabi, Hindko		
Hobbies
· Reading (Books, Newspapers) Internet (Searching, Chating)

Personal Profile 

Father’s Name		-	Sakhi Shah

CNIC			-	61101-2013111-7

Date of Birth		-	May 01, 1979
Present Address	-	House # 67, Street # 22, Block “C” Ghulshan-e-Taleem-
                 		Jhangi Syedain, H-15 Islamabad.

Permanent Address	-	Village Devli Sadat, District & Tehsil Mansehra.

E-Mail Address	-	syedghulammujtaba4@gmail.com
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