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Objectives

Results-oriented and highly motivated individual seeking a challenging position as office coordinator/Administrative Assistant/Customer Operation Executive in an organization that will enable me to utilize my technical and administrative skills to further the goals of the company.

Summary

· Post graduate in MBA with more than 11 years of experience in administration and customer operations field.

· Outstanding Written and communication skills

· Strong computer skills and more than 40/W.P.M typing ability

· Rich experience in managing multiple priorities in a dynamic and changing work environment

· Secretarial and administrative abilities proven interpersonal communications.

· Possesses knowledge, persistence, and goal-oriented attitude and capacity for easily adapting to new working environment.

Employment History
Company 
  : Contracting Est. 
Designation
  : Admin Assistant / Admin Coordinator    

   Duration
  : 31 December 2012 to till date
Responsibilities

· Relieve management of administrative detail, all projects
· Assign & monitor clerical &secretarial function

· Supervise staff
· Coordinate work flow
· Take initiative in manager's absence
· Design file system
· Ensure filling systems are maintained and up to date
· Define procedure for record retention
· Evaluate staff performance
· Handle all inquiries within my capacity
· Ensure protection and security of files and records
· Arrange meeting facilities
· Update mail/phone directories
· Coordinating between departments and operating units in resolving day to day administrative and operational problems
· To take care of accommodation & office maintenance 
· Arranging transportation  as a transport in charge for all employees who doesn’t  have vehicles
· To take care for office and Accommodation maintenance 
· Setup accommodation as a camp boss  for company existing  and newly arrival employee
· Control of store accessories 
· Control of vehicles maintenance 
· Control of vehicles papers and updates
· Vehicles allotment & transferring control
· Routine inspection of office cleanliness and maintenance  as a maintenance in charge
· Assist maintenance work carried out by the maintenance team and provide them necessary 
And efficient solutions
Company
: UfonePTML (Telecom Limited Pakistan)                                                                                            Designation
: Customer Operation Executive 
         
Duration
: Jan 2007 to Oct 2012   

Responsibilities
· Provides Excellent Customer 
· Manages the Client  Services (Creates Staff Schedules, manages Work Flow, Handles staffing and employees issues, enforces departmental policy and procedures (client services Duties)
· Accurately performs registration process
· Assure that staff is provided with proper training, instruction tools and methods to perform their job
· Ensure Customer services follow up methods and procedures are complete and meet time  standards
Company
: Telephone Industries of Pakistan                                                                                         Designation
: Admin Officer (P&A Department)
                                                                                                  Duration

: July 2003 to Nov 2006 

Responsibilities

· Handle all the office correspondence, letter drafting, receiving and sending faxes, filling  of the documents

· Administer employment agreements

· verify and reports on benefits payments

· Maintain the Management level system

· Supervise completion of pay roll

· Review pay roll reports

· Any other duty entrusted by higher authority

Qualification
MBA: Master of Business Administration -Finance                                                           Sarhad University of Sciences & Technology Peshawar Pakistan                    
Duration: 02 years
Computer Literacy
· MS-Office , Excel, Power Point, Access

· Windows 98, XP& Vista

· Inter Browsing 

Professional Skills
· 04 week Course of Customer Services Skills
· Telephone mannerism
· Communication Skills
· English accent Training
· Diploma in information & Technology
· International English Language Testing System
Personal Profile:

D.O.B


: 
08/01/1980                       
Nationality              
: 
Pakistani                                                                                                   Languages known 
: 
English , Urdu                                                                             
Driving License

: 
Valid Saudi Driving License
