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	CURRICULAM VITAE

 (
Objective
)
                           

 Seeking a suitable job in an organization where I can demonstrate my skills capabilities and potentials to the entire satisfaction of my superiors.

	 (
Education
) 


2014 : Human Resource Management     (online Course Alison .com Dubai, Uae)
[bookmark: _GoBack]2011: Bachelor Science                     (Jamshoro Sindh, Pakistan ) 
2008: Intermediate 	   (Karachi , Pakistan)
2001 : Matriculation:		 (Karachi , Pakistan)



 (
Technical Qualification
)



· Computer Skills(Spreadsheets, word processing, database management, typing).
· Ms. Office : Excellent in word, Excel and PowerPoint.
· All Internet Applications.
· Office Equipment : Fax machines, Photocopies, general office equipment.                 
 (
Experience
)                     


Name of Company: St. James School of Nursing and Health Sciences, Karachi
Designation: Administrator cum  Accountant
Duration: October 2005 till January 2014 (Total Tenure i.e 8 Years)
Place: (Karachi , Pakistan)

Responsibilities:
Communication:
· writes clearly and concisely, speaks effectively, listens attentively, openly expresses ideas, negotiates/resolves differences, leads group discussions, provides feedback, gathers appropriate information, confidently speaks in public.
              Introduction New Commerce.
 Interpersonal:
· works well with others, sensitive, supportive, motivates others,  counsels, cooperates, delegates effectively, represents others, understands feelings, self-confident, accepts responsibility.
 Research and Planning:
· creates ideas, identifies problems, meets goals, identifies resources, gathers information, solves problems, defines needs, analyzes issues, develops strategies, assesses situation.
 Management:
· handles details, coordinates tasks, punctual, manages projects effectively, meets deadlines, sets goals, keeps control over budget, plans and arranges activities, multi-tasks , teaches/trains/instructs, counsels/coaches, manages conflict, delegates responsibility, makes decisions, implements decisions, enforces policies, takes charge.
 New Project Development: Prepare Files, Conduct Inspections, Presentation and             
               Reporting, Multiple- Task.
Accounts: 
             Excel spreadsheets ,  month end closing, Handled daily data entries, income,   
             Double-checked accounting reports, verified invoices and various documents for 
             accuracy, Balanced entries, organized documents.









	
  







	Name of Company: Dar-ul-Rehmat  (Rehabilitation NGO)
Designation: Secretary cum Data Entry Operator
Duration: June 2003 till October, 2005 (Total Tenure i.e 1 Year)
Place: (Karachi, Pakistan)

Responsibilities:
· working in a challenging environment, Manages Managing Director’s schedule & diary; minutes of meetings; reports and evaluate performance, summarize and collate key indicators, employees' issues and inquiries, organization policies & benefits, Orients new employees, reviewing organization policies; drafting & preparing offer letters and Terms & Conditions of Employment.

Name of Company: Ali Murtaza Textile
Designation: Quality Supervisor
Duration: March 2002 till April, 2003 (Total Tenure i.e 1 Year)
Place: (Karachi, Pakistan)

Responsibilities:
· Direct audit activities , production schedules. 
· Develop monthly reports showing inspection and audit performance and improvement opportunities. 
· Interpret and support quality policies and implement guidelines to ensure compliance with quality standards and documents. 
· Develop and maintain quality system, corporate objectives and policies. 
· Guide organization personnel through new practices and certifications. 
· Supervise and review corrective solutions and prevent action claims. 

	 (
Language
s
)

· English: Excellent Written & Oral .
· Urdu: Excellent Written & Oral .
· Hindi: Good Written & Oral 
· Punjabi: Good Written & Oral 
 (
Achievements
)

· Participate in Asian Credit Union Forum 2009 on September 24 to 26 in Bangkok, Thailand. 
· Basic Fire Safety Course on 10th Feb, 2007.
· Certificate of New Project Completion which is St. James School of Nursing Diploma program introduce in November 2005.
· Certificate of New project starting which is St. James Institute of Nursing And Health Sciences Degree program  introduce in November 2008.
 (
Other Skills
)


·  Letter Drafting and typing, Correspondence handling, Record maintenance, Event Coordination, Travel arrangements, Office Procedures, Conduct Workshops, Event management, Conduct meetings.
 (
Personal
)


Father’s Name	  	: 		Rehmat Naz
Gender            	  	: 		Female
Date of Birth		:    		27th Dec,1983
Place of Birth		:  		Karachi, Pakistan	
Marital Status        	: 		Married
References		: 		Can be furnished on request

I hereby certified that the above statements are true and correct with all my knowledge and also to the help of our Lord. After you’ve reviewed my resume, I would welcome an opportunity to discuss your company’s goals and talk to you about the value that I can bring to your Company. More Power and Positive energy blessed. 
Complete Name : Martha Rehmat.
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