CURRICULAM VITAE

------------------------------------------------------------------------------------------------------

HAROON KHAN

(Address: Abul Fazal Okhla New Delhi)                                                                                  
Email: Haroon_khan856@yahoo.co.in
Contact No: + 919910701829
------------------------------------------------------------------------------------------------------

	OBJECTIVE
	 


Seeking a challenging and stimulating work environment in which, I may use my past experience, 

Contributing towards organizational goals and also find the new opportunities of learning.

	WORK EXPERIENCE
	 


Admin Asst, May 23, 2014 To June-2016 

Project Nursing School, 

Bongkyung Construction Company, With Consultant Zuhair Fayez 

Jeddah, Saudi-Arabia

Admin Asst, Nov 27, 2012 

Head Office, 

Apollo Hospital.

Ashirwad Complex Sec-53 Noida

	JOB RESPONSIBILITIES
	 


• Maintaining internal systems for timesheets expenses, invoice payment.
• Preparing and production of expenses and invoicing.

• Handling employees agreement and iqama.

• Handling general administrative duties such as filing sending couriers, ordering stationery,
  Transportation, facilities, binding, post collection, chq collection and deposit at bank etc
• Preparing employee salary and allowances .
• Arranging internal and external meetings and conference calls.
• Secretarial and administrative duties related to the Organization Head’s office, , including

   incoming and outgoing mail, filing documents .
• Presentation production and formatting (PowerPoint, Word and Excel).

• Maintenance of contacts on Sales force (Customer Relationship Management system)
	SOFTWARE SKILLS
	 


• Computer skills including the ability to operate computerized accounting spreadsheet 

  and word processing programs at a highly proficient skills, Effective verbal and
  listening communication skills, Analytical and problem solving skills, Decision making   

  skills, Team Building, Stress Management Skills and Time management skills
	QUALIFICATION
	 


• B.A. from Eiilm University, Delhi in the year 2012.

• 12th from National open school, New Delhi in the year 2008

• 10th from National open school, New Delhi in the year 2006

PERSONAL INFORMATION

Permanent Address

: 

K-43, Abul Fazal Enclave -1, Road No. 4,      
                           Jamia Nagar Okhla New Delhi – 110025 

                           Tel: + 919910701829.



Date of Birth


:

5TH July 1988


Father’s Name


: 

Maqsood Khan

Nationality


:

Indian.


Marital Status


:

Single.

Languages Known

: 

English, Hindi & Urdu.

Declaration

I , Hereby declare that all the details furnished above are true to the best of my knowledge and belief.

Date:………………………







               ( HAROON KHAN )

