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Personal Profile
Objective: 
Highly organized and motivated administrative professional with 5 years of experience in office management and administration. Seeking a challenging position as an Admin Office Assistant to utilize my skills in streamlining office operations, coordinating schedules, and providing efficient administrative support to enhance overall productivity and efficiency.

Qualification
F. A              	    		   	 2018
A.I.O.U, ISLAMABAD Pakistan
D.H.M.S (Diploma in Homeopathic Medical Science) 2017

Career Highlights
[bookmark: _GoBack]Social Mobilizer at BEDARI WELFARE ORGANIZATION for one year.
Job Description
· Ensure that team checklist is complete in start of data collection.
· Responsible for the entire data collection forms in Urban and Rural communities
· Meetings with community key persons/stake holders to explain survey objective.
· To interviews the Head of family in the house.
· To provide quality data to the supervisor and able to write good reports.
· Attend Morning, Evening session in data collection days.
· Travel extensively within the field sites.
· Maintain records of data collected from the field and activities undertake.
· Perform data entry, analysis and report writing.
· Run descriptive statistics on the data for checking distribution of the data and to check for  outliers.
Field Officer		Migration Resource Center Pakistan
Job Description
· Meet migrants and get to know their issues
· With the help of the Migration Resource Center, an awareness program was arranged in the logo
· Provide information to the public about the Migration Resource Center program
· Conducted public meeting in the field and provided information on legal migration procedures.
· Provided a booklet to help people understand the legal process of migration
INTERNATIONAL LABOUR ORGANIZATION 
· Job Description.
· Work with ILO (INTERNATIONAL LABOUR ORGANIZATION) as a trainer for safe and orderly migration.
· Meet migrants and get to know their issues
· With the help of the INTERNATIONAL LABOUR ORGANIZATION an awareness program was arranged in the logo
· Provide information to the public about the INTERNATIONAL LABOUR ORGANIZATION for safe and orderly migration.
· Conducted public meeting in the field and provided information on legal migration procedures.
· Provided a booklet to help people understand the legal process of migration
· Assisted the administrative team in various tasks, including data entry, filing, and document preparation.
· Conducted research and compiled reports on specific projects as assigned by supervisors.
· Managed incoming and outgoing mail, including sorting, distributing, and preparing packages.
· Assisted in organizing and setting up meeting rooms, including arranging equipment and refreshments.
· Provided support in maintaining office supplies and inventory.

Leisure Interests

•	Traveling, Driving.
•	Listening to Music.
•	Love to Play Outdoor Game.
•	 Web-surfing and spend time with my family.



