
Page-1

SOFIYAHASIN
DUBAI,InternationalCity
VisaStatus:OnVisit
CellNo:+971-528550612
Email:sofiya.sheikh@gmail.com

CAREEROBJECTIVE

Towork,learnandgrowwithanorganizationofreputeandseekingachallengingprofilethatoffersthe
opportunitytoexplorenewavenuesinthecorporateworldbyutilizingmydomainknowledgetothebestof
myabilities.

EmploymentHistory

TotalProfessionalExperience:6Years,India

August2019– December2022

Organization: MaulanaAzadEducationFoundation(UnderMinistryofMinorityAffairs)
Designation: ProjectAssistant(asaoutsourcingstaffofIndexiaGroup).

WorkResponsibilityEntails-

 Implementingtheproject
 Makingnotingandletterdraftingforexecutiontheproject
 GeneratedMISReport
 PrepareddocumentationofeachPIA (projectimplementagency)providejoboriented/technical

trainingcoursesareProvidedbyPIAs
 Verifiedthestudentdetailsthroughcallingandmaintainedthedatabaseofthem

July2017–June2018

Organization: NABIndiaCentre
Designation: OfficeAssistant

WorkResponsibilityEntails-

 Stocks&InventoryManagement-Maintainedstocks(psychicallyandmakingdatabaseofit).
 LetterDrafting-Lettermakingforcash,cheque&inkind(food,groceryetc)donation
 AccountsRelated-a)MadeVouchers,Invoices&Receiptsfordonation
 MISGenerationforStocks
 CourierHandling&OtherDocumentationWork

June2016–May2017

Organization: ArunFoundation,NewDelhi

Designation: MISOfficercum DataEntryOperator

WorkResponsibilityEntails-

Thisisdividedasacomponentvisewhichrelatestoprojectasbelow:

 Health:GeneratedMIS fordifferenttypeofdiseasesandchildImmunizationbasedonMedical
TerminologyandanalyzingoftheMIS

 ChildSafety:MakingdatabaseofhomelesspeopleandmonthlyMISReporting
 Entitlement& Basic Needs Bank:Worked forvulnerable and homelesspeople like maintained
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databaseofentitlement(VoterCard,PanCard)&basicneedsetc.

July2013–June2014

Organization: VARANASIWELFAREFOUNDATION

Designation: AdminAssistant

WorkResponsibilityEntails-

 Maintainedattendanceandleaverecordofstaff
 Madeinvoiceandvouchersandotherdocumentationwork
 Maintainedphysicalstockandmanuallyentryofstockinregister
 Maintainedmonthlyleaveapplicationandfiledthedocumentationofemployees

June2012–Aug2012

Organization: ArpanaFoundation

Designation: HRAdminAssistant

WorkResponsibilityEntails-
.
 Maintainedattendanceandleaverecordofstaff
 Maintainedphysicalstockandstockregister
 Maintainedmonthlyleaveapplication
 Maintainedpettycashregister
 Makingvouchers&Otherdocumentationwork

Feb2011–April2011

Organization: SAATHIFoundation

Designation: OfficeAssistant

WorkResponsibilityEntails-

 Mail&correspondencewithheadoffice&othercluster
 Preparedcasehistoryofhomelesschildren
 Preparedmonthly,Six-MonthlyReport
 Maintainedofficefiles,register,courier&vendorhandling

ProfessionalQualifications

M.B.A.(H.R.) :Sikkim ManipalUniversity- 2008

B.A.(Hons.) :BanarasHinduUniversity- 2005

Intermediate :KasturbaBalikaInterCollege-2001

Highschool :KasturbaBalikaInterCollege-1999

Courses :MSOffice&AdvanceExcel
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PERSONALDETAILS

DateofBirth :September15,1984

Nationality :Indian

Sex :Female

MaritalStatus :Single

LanguagesKnown :English,HindiandUrdu

PersonalStrength :PersonalMotivation,Enthusiasm

Reasonsforachange :Professionalgrowth,BetterSalaryPackage.Learningnew.

Hobbies :Netsurfing,Listeningtomusic

ContactNo. :971-528550612

Email :Sofiya.sheikh@gmail.com

Reference : Availableonrequest

DECLARATION        

Iherebydeclarethattheabovementioneddetailsaretrueandcorrecttothebestofmyknowledge.

SofiyaHasin


