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Personal Information

RUBINA HAIDER D/O GUL HAIDER (Late)
· Mobile: 0333-5956227
[image: fImage3530178095] CNIC: 17301-4893093-8
[image: fImage1888157963]Email:   Rubina.haider@outlook.com

Gender: Female	Date of Birth:  2nd October, 1986    Nationality: Pakistani.    


Objectives

To work with an aim to gain experience and professional skills and to contribute with efforts and skills to organizational success while developing a long term relationship based on trust and loyalty.


Education (M.A in progress)


	Passing Year
	Degree/Certificate
	Board/University
	Marks/GPA

	2009
	B.A
(English)
	University of Peshawar
	247/550

	2007
	F.A
(Islamic studies & Library Science)
	BISE Peshawar
	612/1100

	2005
	Matriculation
(Arts Group)
	BISE Peshawar
	618/1050




Key Skills

· Analytical and conceptual thinking, with a conscientious approach to managing workloads.
· Ability to handle, analyze and interpret complex data, before presenting it back based on the overall analysis made.
· Advanced problem solving and numeracy skills.
· Accomplished communication skills, both written and verbal, developed through numerous essays and presentations.
· Proficiency in all areas of Office Automation and Basic Computing.
· Web browsing, Basic Computing and Trouble shooting.




Work Experience


HSE Organization, Pakistan
Position:     Assistant (Home-based)
(Oct 2014 to Sep 2016)
Role & Responsibility
· Monitor incoming emails and answer or forward as a required.
· Prepare outgoing mail for distribution.
· Fax, scan and copy documents.
· Preparing Presentations & drafts.
· Update and maintain databases such as mailing list, contact list and client information.
· Update and maintain internal staff contact list.
· Type documents, reports and correspondence.
· Co-ordinate and organize appointment and meeting.


Dukandar.com, Peshawar
Position:    Product Manager
 (January2017 –March 2017 less than a year)
Role & Responsibility
· Research potential vendor.
· Compare and evaluate offers from different sites.
· Review quality and price of products.
· Enter order details (vendor, quantities, pricing, images etc.) into backend.
· Maintain updated records of purchase products, delivery information and invoice.
· Prepare reports on purchases, included cost analyses.
· Monitor stock level and place orders as needed.
· Coordinate with staff to ensure proper delivery.



PAK Digital Media, Peshawar
Position:   Online Client Dealer 
(September 2017 – December 2018)
Role & Responsibility
· Maintaining and handling Accounts on Fiverr.
· Keep and provide details of products.
· Dealing with clients and convince them for the products.
· Deliver items on time and keep follow up.
· Understand the difficulty and problems of clients and try to solve it.
· Problem solving ability and team work confident. 





 


Rehman Medical Institute, Peshawar
Position:   Admin Assistant 
 (February 2019, currently)
Role & Responsibility
· Maintaining and handling records with effective filing system.
· Verification of new induction forms. 
· Maintaining doctor’s records and co-ordinate with them and guardian. 
· Received and send all office correspondence. 
· Supporting other department/team with various administrative tasks.
· Obtaining staff information by answering telephone calls & emails.
· Ensure discipline and cleanliness at the office.
· Maintaining list and records of doctors.
· All necessary arrangement of director.
· Fax, scan and copy documents.
· Preparing Presentations & drafts.
· Greet and assist guardian when they arrive at the office.
· Carry out any other function & duties that may be assigned by the director.   


Languages

English
Urdu
Pashto

References

Can be furnished on Demand.
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