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SARFRAZ AHMED
Cell  # (+92)  334-5016123

E-mail:  ssarfrazahmed@yahoo/hotmail/gmail
OBJECTIVE
I desire a challenging position in HR Management/Administration in a leading-edge Organization where upward mobility is equally based on skill level and personal contribution to the Organization’s image.

ACHIEVEMENT
I have started my career (after F.Sc,) from Computer Operator and now I am MBA and at present working as Secretary to Plant Manager in Amson Vaccines & Pharma Pvt Ltd. Islamabad - Pakistan
PERSONAL INFORMATION

Father’s Name:
Abdul Razzaq

CNIC # :

82303-2228748-5


D.O.B: 
 
11 April, 1982

Domicile

Azad Jamu & Kashmir (AJK)


Current Address:
Amson Vaccines & Pharma (Pvt) Ltd. 154 Industrial 
Triangle Kahuta Road Islamabad

Permanent Address
Village Barmang Kalan, P.O. Chak Dhamni, Tehsil & District Rawlakot Azad Kashmir.
Tel # (Office) :
+92-51-4491492-3

Fax # (Office) :
+92-51-4491494
EDUCATIONAL QUALIFICATIONS
	Sr #
	Degree/Certificate
	Session
	Board /University

	1
	MBA(HRM)
	2007
	AIOU, Islamabad

	2
	B.A (Economics)
	2004
	AIOU Islamabad

	3
	F.Sc 

( Math, Stats, Economics)
	2001
	AJK Board, Mirpur

	4.
	Matriculation (Science)
	1998
	AJK Board, Mirpur

	5.
	6 Months Diploma in Computer Sciences
	
	Micro Tech Institute Rawalpindi


PROFESSIONAL SKILLS:
Language Skills:
 Fluent in English, Urdu, Hindku and  Punjabi.

 Can read and write Arabic.

Time Management Skill:      Competent in planning, implementing and 

                                                 Completing projects in specified time.
COMPUTER OPERATION SKILLS (Proficient in)
· 50WPM typing speed and 30 WPM in Urdu / Arabic Typing
· Conceptual user of Access Database.
· Hands on Ms Office Applications (Word, Excel, PowerPoint)
· E-Commerce, E-mail

WORK EXPERIENCE
I am responsible to:-
· To provide Administrative support to Plant Manager

· Liaison between Plant Manager and Departmental Heads and stakeholders.

· Drafting of official letters for Plant Manager.
· Receiving, answering and recording official mail for Plant Manager.(E-mail/Post mail)

· Managing Correspondence in Manual / Computerized between Middle Management and Board of Directors.

· Summarizing progress reports of Operational Departments in Decision Support System (DSS)
· Arrangement of Conferences / Seminars.

· Office Filing and record keeping.
· Dealing with gusts and foreign delegates. 
· Orientation of new Employees.
EXTRA CURRICULAR ACTIVITIES
· Social Work, Net surfing, Reading (Human Behaviors)
REFERENCES

1.


M. Iqbal Tabassam


Head of Department (Student Affairs)


Center for Advance Studies in Engineering (CASE)


19- Ata Turk Avenue, G-5/1,  Islamabad


Tel: # +92-51-8432273


Fax # +92-51-8314660


Cell # +92-300-5157283
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