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PERSONAL INFORMATION 

Father Name :  Farid Ullah Khan 
Resident of    :  Saudia Arabia 
Passport No   :  KR2746472 
Nationality     :  Pakistani 
Visa Status     :  Valid & Transferable 
Marital Status:  Single 
Languages      :  English, Urdu, Pashto 

 00966 50 805 9695 
 00966 54 398 3220 

EMPLOYMENT EXPERIENCES 
 ADMIN OFFICER/ASSISTANT AT IFAST SOLUTION PVT LTD. (MAR 2019-2021 FEB) 

 Highly organized office assistant with excellent communication and multitasking abilities. 
 Focused at managing multiple tasks simultaneously with accuracy and attentions details. 
 Managed daily operations of office, including inventory management, filing, data entry, and    customer 

relations. 
 Assisted upper management with scheduling and coordination of daily activities. 
 Developed and maintained office filing systems and databases. 
 Interacted with customers on a daily basis to answer inquiries and provide a high level of customer 

service. 
 Completed data entry tasks and maintained accurate records 

 

 OFFICE ASSISTANT/ DATA ENRTY OPERATOR AT LANA ICE FACTORY AL-
BAHRA JEDDAH (APRIL 2023 TILL DATE) 

 Transfer data from various sources into the new database. 
 Transferring data from paper formats into computer files. 
 Keep and maintain the office record of all employees. 
 Managed daily operations of office, including, filing, data entry, and customer record. 
 Enhances organization reputation by accepting ownership for the accomplishing new and different 

requests, and exploring opportunities to add value to job accomplishment. 
 

CAREER OBJECTIVES 

 Dedicated and organized Administrative Assistant/DEO with over 4+ years of experience in providing comprehensive 
administrative support and managing office operations effectively. Proficient in coordinating schedules, managing 
documents, and supporting team collaboration to enhance productivity. Demonstrated ability to implement efficient 
processes and streamline workflows, contributing to an organized and efficient work environment. Strong 
interpersonal and communication skills, capable of fostering positive relationships with staff. Adept at handling 
multiple tasks and prioritizing responsibilities in fast-paced environments. Committed to maintaining high standards 
of confidentiality and professionalism in all administrative tasks. 
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EDUCATION 

 Master of Business Administration (MBA) Finance from University of Peshawar KPK Pakistan. (2013-2016)  
 Bachelor of Commerce (B.Com) from University of Peshawar KPK Pakistan. (2009-2011) 
 Diploma in Commerce (D.Com) from Khyber Pakhtunkhwa Board of Technical Education Peshawar Pakistan. 
 Diploma in Information Technology (DIT) from Board of Technical and Professional Education Islamabad 

Pakistan. (2018-19) 
 Secondary School Certificate (Matric) from Board of Intermediate and Secondary Education Peshawar KPK 

Pakistan. (2006) 
 

PROFESSIONAL SKILLS & EXPERTISE 

 Having sound Knowledge of MS Office (MS Word, MS Excel, and MS Power Point). 
 Graphic Designing 
 Operating System Installation. 
 Ability to work in Accounting software DAftra.com, PEACHTREE, Quick Book, Tally ERP 9,  

 

 Receives and distribute communication, collects and mail correspondence. 
 Copies and stores important documents and records. 

 Maintain inventory of office supplies and anticipates supplies needs. Ensures prompt ordering and receipt 
supplies and delivers supplies to work stations as needed. 

 Provides office communications support by fielding calls, answering questions, forwarding messages, 
confirming customer orders and keep customers inform by order status. 

 Maintains office schedule by picking up and delivering items as needed. 
 Updates jobs knowledge by participating in educational opportunities. 
 Computer literate, having command on MS Office Package. 
 Good negotiation skills, ability to work independently. 
 Dedicated, Honest and willing to accept responsibilities. 

 Good interpersonal and cross culture skill 

  

 IT SKILLS 

HOBBIES 

 Playing Games 
 Riding 
 Gardening   

 

 OFFICE ASSISTANT AT AL BADEEL LOGISTIC SERVICES (SEP 2022- FEB 2023) 

 Maintain inventory of office supplies and anticipates supply needs, ensures prompt ordering and receipts of 
supplies and delivers supplies to customer. 

 Maintains office schedule by picking up and delivering items as needed. 
 Copies and stores important documents and records. 
 Enhances organization reputation by accepting ownership for the accomplishing new and different requests, and 

exploring opportunities to add value to job accomplishment. 
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