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Objective: 
To work in an office environment where I can experience personal growth and development and to be in a responsible position where I can noticeably contribute to an organization’s success.

AREA OF EXPERTISE

	KEY

	Office Skills:    

	Executive Support

Records Management 

Business Communications

Leadership & Supervision

Internal / Offsite Meetings 

Personnel Records

Expense Reports

	Budget Monitoring

Financial Reporting 

Confidential Correspondence 

Project Management

Multiple Calendar Management

Event/Conference Planning 

	Domestic / International Travel Arrangements

Interpersonal Relations

Organizational Management

Process Improvements

Database Administration


	
	
	
	
	

	
	
	
	
	

	Computer Skills:

Applications/ Accounting 
	MS Word

MS Excel

MS PowerPoint    

SAP, ERP and Access.

	MS Outlook

MS Access

MS Project


	 MS Publisher

FileMaker Pro

Windows 7 and 8




PROFESSIONAL EXPERIENCE

ALKAF CONTRACTING MEP LLC





MAY2014 till Present                       

Executive Assistant to Managing Director & Communication Coordinator
Providing Secretarial duties to Managing Director and ensuring the smooth function of this office. Also responsible for Internal Communication related activities.

Responsibilities include:-
· Routine Secretarial duties such as typing, filing, draft correspondence and email handling. Travel and Visa Arrangements, issuance of visa letters for staff.

· Organize Meetings.

· Effective distribution of daily correspondence to concerned departments.

· Administrative work such as recording of leave, issuance of payroll changes, process entertainment claims for Directors and Senior Managers.

· Preparation of appointment, confirmation, promotion and increment letters for Directors and Senior Managers.

· Corporate Guidelines Compliance to ensure that all global guidelines are received and effectively communicated to all concerned employees.

· Managing Crises and Issue Management Communication Activities.

· Coordinating all activities related to the organization of the walk, Sending Birthday Cakes to employees for their birthdays


Internal Communication related activities include -
Editorial team member of the Company in-house magazine "Reflection" which entails the responsibility of editing, proof reading and coordination of articles from various departments.


Informal forums of Communication–

Organizing Employee engagement programs, workshops, get together, welfare and recreational programs.

Corporate Advertisements - Placements of corporate advertisements etc. for CSR events as and when required.
Corporate Communication - Dissemination of Corporate Communication within ALKAF CONTRACTING MEP LLC.
VOYAGE INTERNATIONAL CARGO L.L.C



October 2013 till May 2014
EXECUTIVE ASSISTANT / GENERAL DIRECTOR AND ADMINISTRATION, MATERIAL MANAGEMENT
Provided support to the Higher Management General Director, Chief Financial Officer, Controller, and Director of Human Resources and Recruiting. Prepared highly confidential operating and financial information for senior leadership and Board of Directors.


Responsibilities include:-
· Coordinated projects and events exercising ability to improvise, improve procedures, and meet demanding deadlines.

· Demonstrated the ability to learn new organizational processes, workflows, policies and procedures with minimal ramp-up time.

· Identified billing errors and recovered in vendor overpayments. Implemented tracking mechanisms to prevent future recurrences.

· Created databases and spreadsheets that improved inventory management and reporting accuracy.

· Excelled within deadline-intensive environment, ensuring the accurate and on-time completion of all projects.

· Customer Updating in MIS System, Circulate the billing data and Stock Report on daily basis.

· Successfully monitored AED100K+ departmental budgets. 

· Processed all departmental invoices and accrued monthly expenses to ensure timely payments. 

· Organized workshops and programs.

· Handled complicated logistics for domestic and international business and personal travel, including private and commercial air transportation and entertainment. 

· Prepared complex expense reports and coordinate multiple calendars

· Monitor building and renewal of development work.

· Liaised with support services.

To carry out any other duties as may be reasonably expected by the Group Managing Director and Executive Office. 

· Monitored and supervised all functions relating to planning and budgeting.

· To liaise with external parties at a wide range of levels. Prepare documents, briefing papers, reports and presentations as required 

· Maintain up to date knowledge and understanding of the organization and its aims and objectives. 

· Act as an ambassador for the Good wood brand at all times and ensure Group values are upheld to both external and internal contacts, through appropriate behavior and performance. 

· Undertake any other duties as requested in accordance with the scope and responsibilities of the role. 

· To observe strict confidentiality at all times. 

· To maintain the filing systems and archiving, ensuring accuracy and efficiency 

ROCHE PAKISTAN LIMITED





FROM JANUARY 2009 till 2014 

ADMINISTRATIVE ASSITANT to COMMERCIAL DIRECTOR, 2013
Responsibilities include:-
· Demonstrated the ability to learn new organizational processes, workflows, policies and procedures with minimal ramp-up time.

· Identified billing errors and recovered in vendor overpayments. Implemented tracking mechanisms to prevent future recurrences.

· Created databases and spreadsheets that improved inventory management and reporting accuracy.

· Excelled within deadline-intensive environment, ensuring the accurate and on-time completion of all projects.

· Customer Updating in MIS System, Circulate the billing data and Stock Report on daily basis.

· Helped coordinate dozens of recruitment events (average of 12 large gatherings per year) that contributed to consistently high enrollment levels.

· Responsible for electrical, electronic and mechanical maintenance and repair.

· Recruited administrative and clerical staff.

· Evaluated various programs.

· Organized workshops and programs.

· Monitor building and renewal of development work.

· Liaised with support services.

· Monitored and supervised all functions relating to planning and budgeting.

· Assisted Sales Manager Pakistan and Ticketing Reservations Manager for routine secretarial duties.  

· As Pricing Marketing Coordinator duties included Preparation and Distribution of Fare Lists to Travel Agents.  Prepared fare comparison worksheets of competitors.  Handled queries from Travel Agents for discounts and sought necessary approval from Head Office Pricing for the same.  

· Assisted in preparation of Marketing Reports and sales presentations

· Sales Coordination with Travel Agents on behalf of Sales Executives during their sales calls duties.

· Assisted in organization of Award Functions and various other sales related activities.

· Participated in Sales Meetings and generated ideas towards sales promotion

	UNILEVER PAKISTAN LIMITED
	2005 to 2008


SECRETARY GM OPERATION ADMINISTRATION, 2005 to 2008.
Responsibilities include:-
· Responsibilities include routine secretarial duties such as typing, filing, draft correspondence, email handling, making travel and visa arrangements and organizing meetings. Effective distribution of daily correspondence to concerned departments.

· Administration of routine office matters during the absence of Director Human Resource and Administration

· Handle administrative work such as recording of leave, issuance of payroll changes, process entertainment claims for Senior Managers

· Prepare HR related policies and procedures, issuance of appointment, confirmation, promotion and increment letters

· Editorial team member of Company in-house magazine “Reflection’ which entails the responsibility of editing, proof reading and coordination of articles from various departments.

· Handling of daily correspondence from Head Office (Singapore)

· Handling of independent correspondence on behalf of General Manager

· Distribution of correspondence to various departmental heads

· Handling daily e-mail correspondence with Head Office (Singapore)

· Arranging travel, visa arrangements and hotel accommodation for Managerial staff and other office staff proceeding abroad for training

· Handle administrative work such as recording of leave for staff based in Karachi, Lahore and Islamabad, issue letters of appointment and confirmation

· Prepare Monthly reports for submission to Head Office

· Attend monthly departmental head meetings, prepare minutes for the same

· Answering incoming calls, taking messages and forwarding calls when required

· Making of worksheets and presentation

· Maintenance and updating of the filing system, ensuring easy accessibility

· Headed the team and gave a presentation to staff of airline and handling agent on Transforming Customer Services
	Event Organize

	By Out Source


· Co – ordination of Managers at Sheraton, Karachi.

· Arrangements of ‘Regional Meetings’ of all Regions in different Hotels of Karachi, Hyderabad, Sukkur, Quetta, etc.

· Arrangements of ‘Supreme Re-Launch’ at Regent Plaza & ‘Lipton Re-Launch’ at Bahria Auditorium, Karachi.

· Arrange Ghazal Night for the Superiors at “Hotel Sheraton” Karachi.

· Arrange Cricket Match of Karachi Region at “ DHA GOLF CLUB”

· Co-ordination of ‘‘Sales Merchandising Training’’ of Hyderabad & Karachi Region. 

· Arranged “South Region Picnic” at “Arabian Sea Country Club” & other venues of Pakistan.

CERTIFICATION
	· Attended One Day Seminar on Supply Chain Management organized by Terrabiz in 2011

· Negotiation Skills Course in 2012 at LUMS

· Presentation on negotiation skills to office staff

· Attended One Day Course on Vendor Management organized by ACE Consultants

· Roche’s Internal E-Learning Trainings and courses

	· Time Management – Planning and prioritizing your time

· Sustainability in Procurement

· Reporting Adverse Events

· Export Control Compliance Awareness Training, ZZ-Manual Screening Tools, ZZ-Embargoes 

· Compliance Anti-bribery Training

· Record Management & E-Comm. Basics _EN

· Competitive Intelligence



· Bachelors in Science from Karachi University – 2003

· Intermediate in Science – 1999
· Matriculation (Science) Karachi Board – 1996

PERSONAL DETAILS

· Date of birth 

:
14th April 1984

· Marital Status           
:
Single

· Religion


:
Islam

· Nationality

:
Pakistani

	  PERSONAL ATTRIBUTE
· Accuracy | Excellent organizational skills | Confidentiality | Planning and Time management |Aggressive| Self-Motivated

· Initiative | Reliability | Stress tolerance | Customer-service orientation.
· Willingness to work in a flexible schedule and high workload.


	


