The Manager 
Human Resources Department
Dear Sir,

Application for Executive Secretary
With the interest of applying for the position of Executive Coordinator / Assistant in your organization, I am enclosing my resume for your perusal.  As an extraordinarily organized individual with eagerness to expand my horizons and meet new challenges, I am confident my qualifications match your requirements. 

 

I would bring to the position more than 5 years of related experience, strong work ethics, developed skills and a commitment to excellence.  I have perfected and refined my talents throughout the years and would welcome the opportunity to showcase them for you.

 

My expertise in understanding my position, along with team work and leadership skills will allow me to immediately become a very productive member of your staff.

 

I take great pride in my work and receive immense satisfaction from knowing that through my actions I have satisfied the diverse needs of my seniors, while helping my staff members, superiors and employers become more productive and profitable.  I would like to do the same for your organization.

 

The enclosed resume summarizes my background and experience.  Please to contact me at your earliest convenience so I can give you a more in-depth interview to discuss my capabilities.

 

Thank you for your time and consideration.  I look forward to your response.

  

 

Sincerely,

 
Naela Umer
NAELA UMER
OBJECTIVE

To achieve and provide maximum out put in and out of every opportunity I get.

PROFESSIONAL EXPERIENCE

Jul. 03 – To Date
Textilers (Pvt.) Ltd



Executive Secretary – (To the CEO) + Merchandiser Dress Socks 



Division



(Responsibilities include all (handle a full fledge secretary’s 

work as in any MNC or FMCG) secretarial and administrative 

work + liaisons. In charge of sampling/sourcing department too
in addition to the above took charge of Dress socks division in 2005 as 

Merchandiser. Currently handling 3 different departments in all.
Aug. 00 – Jun 03
Spectrum Communications (Pvt.) Ltd.




Executive Coordinator/ Assistant - Client Services 

Department– (To the Dir. Marketing)
(Handling projects for their multinational client and communicating between the affiliated regional offices. Assisting the Director in day to day affairs, correspondence and other office routine matters.)    

Dec. 99 – Jul. 00
Rashidiya Aroma (Dragoco)




Business Coordinator ( for the CEO)
(Communication between Foreign Principals in Germany and Singapore regarding Local Projects in Pakistan)

Jul.97 – Dec.98
Citibank N.A (Contractual Employee)



Vigilance Officer 
(In charge for quality control and authentication of credit card approval procedures for the Telesales Department.)




Citiphone Banker

(Customer Services in Citiphone Banking for their 24Hrs. telephonic help line.)




Marketing Executive




(Coordinating for Citibank’s rewards programs.)

EDUCATION

Jul.98 – 2000.
West Coast Institute of Management & Technology




MBA (Marketing & Advertising)

1996  - 1998

St. Patrick’s Government College

B.Com

1994 - 1996

St. Patrick’s Government College

I.Com

SPECIALIZED WORKSHOPS & SEMINARS


· Correspondence Techniques –  [WCIMT]

· Marketing Management – [Timelenders]

· Human Resource Management – [PIMS]

· Quality in Industry -  [Citibank]

· Advertising in the Next Millennium – The International University (TIU)

TERM REPORTS & PROJECTS



· Detailed report on Banking Policies

· Strategy paper for a New Branded Product

· Report on The Functions of Personnel / Human Resources Department in Organizations

· SWOT Analysis on Lever Brothers Pakistan Limited & Procter & Gamble Pakistan (Pvt.) Ltd.

· Report on Quality Management Systems & Measurement Standards- ISO-9000

ADDITIONAL SKILLS & EXTRA CURRICULAR ACTIVITIES

· Well Proficient in MS Office, Internet & E-mail

PERSONAL DATA

Date of Birth

: 
 25th July 1976.

N.I.C #


:
 521-76-305154

Address

:       
 Gulshan-e-Iqbal, Karachi

Telephone       
:   
 0333 3345296
E-mail


:
marstwix@hotmail.com


References as per request:
Mr. Mian Abdul Waheed

Director Coordination

Textilers (Pvt.) Ltd

0300 8294126

Ms. Nadia Saleem

Executive

Pakistan State Oil

0300 2231394

