OBJECTIVE:

General Ghufran Ullah

Office Assistant / Document Controller / Office Clerk
Email: ghufran0564231927 @gmail.com / Mobile No: +971564231927

Highlights:

Total No. Of Experience: 5 years
U.A.E: 2 years — Present
Language Known — Hindi, Arabic and English

Work Experience:

Office Assistant

Mechanical and Civil Engineering Contractors (MACE]) L.L.C, Abu Dhabi U.A.E —

Dec. 2018 - present

e Answering and forwarding phone call, and taking messages.

e Providing details to phone callers, and office visitors

o Monitoring the use of devices and supplies within the workplace.

e Dealing with inquiries or needs from the visitors and workers.

e Coordinating the maintenance and repair of devices for the workplace.

e Assisting management personnel in wide variety of workplace responsibilities.

e Collecting and distributing couriers or packages among workers and starting and
searching messages.

e Delivering facsimiles and sending them, and doing any related search projects.

Documents Controller at Nadra Office, Pakistan — 2014 to 2016

e Collect and maintain all documents to arrange an organized filling system

e Maintain a computer database of all filed documentation

[ ]

Perform clerical typing duties to generate documents as necessary
Imputing all documents on Microsoft Excel
Filling

Daily file management

Office Assistant at Oxford Office, Pakistan — 2016 to 2018
e Answer and direct phone calls

e Distribute correspondence memos, letters, faxes and forms
e Maintain a filing system

e Order office supplies

e Provide general support to visitors

e Take dictation

Educational Background:

e Basic Office Automation - Oxford Institute of technology Drosh Chitral — April 2018
e AutoCAD 2D 3D — Oxford Institute of technology Drosh Chitral — Sept. 2018

Personal Details:
e Nationality: Pakistani

e Date of Birth: 6 August 1997
e Marital Status: SINGLE




