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15/B, Khalid bin Waleed Road,
M.A. Jinnah Colony, Karachi

021-2547899,

noreenfatima@gmail.com

Noreen Fatima

Objective

To obtain an office management position in which my customer
service, bookkeeping, personnel, clerical and general office skills will
contribute to greater office efficiency and productivity.

Education

T 1995-1997 BA. Karachi University
" 1993 — 1995 F.A  Gwader College for Women

Experience

2003-2006 First Women's Bank Karachi
Office Coordinator

= Assisted in creation of a new filing system

= Handles most inter-office communication, i.e. memos and mail

* Worked at the reception and answered telephone calls

2001-2003 Karachi
Office Assistant

* Organized and maintained company files & records

Network Leasing Corporation

* (Coordinated trainings for new recruits
= Supported in administrative work

1999—-2001 Paktel Limited Karachi
Receptionist

= Urganized and coordinated irainings.

= Provided administrative help to different departments.

= Dealt with customer complaints and answered telephone calls.

1998-1999 Human Development Foundation Karachi
Receptionist
= Answered telephone calls and maintained their record

= Handled customers and dealt with their queries

Interests

Reading books, Music, Current Affairs

References

Available upon request.
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24 Madrasa Road
SeaShore,
Gwadar

Tel: (0094) 234 1234

Production Manager,
Express Foods Limited,
125 Waters Lane,
Crewe,

Cheshire, CW3 4FF.

Dear Mr Saleem,

Yours sincerely,
Zareena Rahim

Mr Khalid Saleem 10 January, 2007

Reference: Interview on 17 January, 2007

Thank you for interviewing me last week. | enjoyed meeting you a nd your
team and discussing the possibility of joining your company. | look
forward to hearing from you in the future. | will call you next week to
discuss the possibility of coming for a second interview as we d iscussed.
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Supporting Skill & Micro Enterprise Development
Amongst Gwadar Women

Supported by: Sponsored by:
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er

4th Floor, Citibank Plaza, Blue Area, ECI (Pvt) Ltd.
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