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Objective I want to be a part of an organization where i can make full use of 

my abilities and satisfy my enthusiasm at the workplace. 

Summary I am looking for an appropriate job according to my age and 

education as a beginner and i am versatile regarding fields of 

work such as banking, teaching, administration etc. 

Experience National Defense University, Islamabad 

I am working as a Administrative Assistant 

 Provides administrative support to an academic 
teaching department by providing reception 
services, scheduling appointments, meetings, and 
travel, filing, researching files and records, and 
preparing and proofreading correspondence, 
reports, and other documents as requested. 

 Assists faculty by answering questions and 
providing information, locating desired information 
and materials, typing, collating, or otherwise 
assisting in test preparation, preparing and/or 
proofreading manuscripts, correspondence, and 
other material, obtaining desk copies of textbooks, 
making travel arrangements, and preparing expense 
reports. 

 Assists students by determining who can best 
provide information needed by the student, 
providing basic and initial assistance to students 
with questions about classes, registration, 
permissions, etc. using established guidelines 
(information in course catalogs, departmental and 
college documents, and established policies and 
procedures), and assigning advisors. 

mailto:seemab.alam123@gmail.com


 Supports the work of the department by purchasing 
equipment and supplies, maintaining an inventory of 
office supplies, and utilizing the appropriate process 
to pay for goods or services purchased by the 
department. 

 Helps to organize and conduct departmental events, 
as directed, by securing space, equipment, food, 
preparing invitations, announcements, agendas, 
brochures, and packets, purchasing awards, making 
travel arrangements and reservations, and assisting 
with the event as it occurs. 

 May assist with the collection of credentials and 
other required material during searches and/or 
collect scholarship applications and admission 
applications to competitive admission programs. 

 Supports the administrative business functions of 
the department by obtaining and processing 
textbook adoptions, creating brochures and 
newsletters, organizing the faculty evaluation 
process, maintaining and updating the departmental 
website or databases, preparing personnel action 
forms and position authorizations as directed, 
verifying and processing student and part-time 
employee time records, scheduling the use of 
classrooms, department facilities, or meeting rooms, 
and maintaining the security of classrooms, labs, 
equipment, and records. 

 Contributes to a work environment that encourages 
knowledge of, respect for, and development of skills 
to engage with those of other cultures or 
backgrounds. 

 Remains competent and current by attending 
professional development courses, software training 
classes, and courses and/or training sessions as 
directed by the Department Head or required by the 
University. 

 Supports the department by performing all other 
duties as assigned by the department head 

 

Bahum Associates (Pvt) Ltd (2017-2019)  

worked as a Administration Manager  

 Providing customer service 

 Assisting with all aspects of administrative management, 
directory maintenance, logistics, equipment and storage 

 Managing inventory of assets and supplies, sourcing for 
suppliers (vendors) and submitting invoices 

 Coordinating between departments and operating units in 



resolving day-to-day administrative and operational problems 

 Scheduling and coordinating meetings, interviews, events and 
other similar activities 

 Sending out and receiving mail and packages 

 Preparing business correspondence, agendas, and 
presentations, typically using Microsoft Office (Word, Excel, 
PowerPoint, Access, Outlook) 

 Sending faxes and emails 

 Managing documents and files 

 Performing multifaceted general office support 

 Sending and receiving documents for the company 

 Answering the phone 

 Assisting in various daily operations 

 Operating a range of office machines such as photocopiers and 
computers 

 Managing mailing or distribution lists as needed 

 Greeting guests and visitors 

 

Jubilee Life Insurance (3months) 

I  worked  there as a Senior Relationship Officer 

 Banca assurance  

 Investment plans 

 Customer services  

 Business funds  

 Islamic insurance  

 Life & education insurance 

HBL, Faizabad Rawalpindi (2015-2017) 

 I worked there as a: 

 CRO, Customer Representative Officer 

My duty as CRO is to deal customers, making 

account inquiries, dealing ATM's and maintaining 

office records. 

 CSO Customer Sales Officer 

My duty as CSO is to open accounts, entertaining 

additional requests, issuing cheque books and bank 

statements. 

 Related operational services like online cheque 

transfers, online posting, cheque clearance to other 

branches, reception of cheque book requisition. Cash 

handling  

 Prepared and reconciled banking statements. 

 Managed distribution of invoices and bills to appropriate 

departments for initial review and approval toward 

payment 

 Administered employee files, personnel records, benefits 

programs and risk management assessments. 



 

 

 

Chaudary Wheels  2013-2015) 

 General Accounts 

 

 

 

Education MBA (Executive) Virtual University  

2017. 

Govt. College of Commerce  Rawalpindi, Pakistan 

Bachelor of Commerce — 2013                                                                                                                           

Raees-Ul-Ahrar College, Rawalpindi, Pakistan 

Intermediate in  Computer Sciences — 2008 
 

Barkat Ali Model School, Rawalpindi, Pakistan 

Secondary school certificate — 2006 

 

Skills MS-office 

Auto CAD 

Strong communication skills 

Proficiency in writing 

Leadership skills 

Observant and efficient in work 

Hobbies Body building 
Cricket 
Music 
Reading. 
Surfing 

 

Linguistics English 
Urdu - Hindi 
Punjabi 

 
 

Other courses Auto CAD                                                   From PIML 
IELTS                                                         From British council 
Freelancing                                                From Digiskill  
QuickBooks (Accounting software)            From Digiskill 
E-Commerce Management                        From Digiskill 
Digital Marketing                                        From Digiskill 
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