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House No: H-24/6 Malir Extension Colony, Karachi 

Mobile # +92 331 2602820

E-Mail Address: khurramstar83@yahoo.com 

Objective:
To enhance my skills and expertise and show good professional aptitude. Ultimately play my part in the growth of the institution that I join and facilitate the potential customers. To pursue a challenging career in a dynamic and reputable organization that makes best use of my personal and professional abilities.
Profile:
· Strong Background as work in Administrative Tools 

· Familiar with Colleagues & Upper Level Management.

· Strong background of Teaching as Private Tutor and Teaching in School.

· Excellent communication skills.
Experience:

February 2012 to till date 

Liaquat National Hospital work as a Secretary to Director Finance

Responsibilities:

Provides administrative and secretarial support to faculty and administrative staff, including special projects, office work flow, academic support, appointments, correspondence, manuscripts and records control. May perform duties of a sensitive and confidential nature.
Essential Job Functions:

· Coordinates special projects and events, office activities and committee meetings.
· Maintains calendar, schedules appointments and meeting rooms.
· Uses personal computer to prepare manuscripts, statistical reports, tables, and charts. 
· Maintains and balances petty cash fund.
· Assembles and categorizes facts and figures for written computation and calculations.
· Maintains records through filing, retrieval, retention, storage, compilation, coding, updating and destruction.
· Transcribes correspondence from dictation.
· Types routine correspondence and reports from dictation or handwritten copy using personal computer.
· Open, sorts and screens mail.
· Picks up and delivers materials as required.
· Answers telephone, screens callers, relays messages, and greets visitors.
· Operates personal computer to access e-mail, electronic calendars, and other basic office support software.
· Completes various request forms for office supplies and equipment as directed.
· Assisted in the follow ups of different activities and projects of Liaquat National Hospital.
· Producing documents, briefing papers, reports and presentations, wherever required.
· Dealt with incoming email and communicated on behalf of Director Finance wherever required

· Maintain daily report of corporate recoveries and present it to directors as per demand.
April 2009 to February 2012

Liaquat National Hospital work as Radiology Secretary 
Responsibilities:

· Manage all statistical record. 

· Monitoring all Inventory valuation & Asset’s Validation.

· Making Feasibility Report & Summary of Radiology Equipment

· Assist to Manager in Routine Managerial Work.

· Manage Departmental Issues in absence of Manager.

· Manage Downtime & billing works for Radiology Equipment.s Validation. Inventory valuation & Asset'nager.______________________________________________________________________________
· Manage daily overtime & making summary for monthly basis 
Teaching Experience last 08 years now till  

Education:
M.com (Accounts & Finance) from University of Karachi (Final Semester) 

B.com 

Subjects (Accounts, Management, Statistics, Audit & Economics)

From: University of Karachi 

Intermediate (Commerce).

From: Govt. Liaquat College Malir (Karachi Board).  

Matriculation (Science).

From: Model Day Care School.
Computer Literacy:
· Adobe Photoshop 

· Pascal and C++ Language

· Microsoft Office Professionally

· Computer Hardware 
Personnel Information:
Father’s Name
:
Saeed Ahmed 

Date of Birth

:
April 01, 1983

CNIC


:
42501-8862040-1

Domicile 

:
Sindh (Karachi)

Marital Status 

:
Single 

Reference:
Reference will be provided on request.

I here by declare that information is given correct to the best of my Knowledge and belief and that I have not with held any information that my affect my suitability for employment.

     MUHAMMAD KHURRAM














