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Career Objective
I am seeking for a challenging position in an organization so i can I can fully utilize my expertise, strong organizational skills, facilitating growth of the organization and to grow my career with it.
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Work Experience
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Al Jaber Leasing Services L.L.C (Snr. Admin Assistant)
Nov 2013-Present
· Preparing, analyzing and providing KPI & Data analysis reports. 
· Maintaining departmental objectives master sheet for higher management. 
· Preparing monthly CEO report for management. 
· Performing spot audit for data verification and preparing spot audit report for management. 
· Performing gap analysis and preparing gap analysis report when required. 
· Keep track of document, procedure, policies and work instructions change note and updated master file accordingly. 
· Process and prepare documents, policies, procedures, business forms and expense reports. 
· Types format and edit correspondence and other documents. 
· Conducting quality related surveys and preparing survey reports. 
· Compiles, copies, sorts and files records of department activities. 
Aug 2012- Aug 2013
Kom Konsult (Administrator)
· Reviews, develops or modifies work plans, methods and procedures, determines work priorities and develops work schedules to provide adequate staff coverage. Provides work instruction and assists employees with difficult and/or unusual assignments; encourages innovation. 
· Develops contingency plans to cover various systems failure scenarios and recovery/restoration procedures. 
· Maintain standards, documentation and forms 
· Perform periodic reporting to management on various aspects of projects and duties 
· Manages billing, invoices, expenses reports and purchase orders for departments head and CEO 
· Arranges and coordinates all travel reservations and hotel accommodations, car rentals, etc., and anticipates and prepares background materials needed. 
· Preparing necessary reports for monthly staff meeting to analyze the projects expense and status. 
· Follows-up on the preparation by staff of reports, correspondence, briefing notes and other documents for the supervisor; reviews these documents and makes changes to their format or style, in accordance with standard practices. 
· Develops, recommends and implements short and long range programs, plans, changes and upgrades of systems as needed. 
· Gather & communicate company requirements for systems or system modifications and prepare required documents for vendors that will ensure their proposals meet our needs. 
· Advises subordinate staff on administrative policies and procedures, technical problems, priorities and methods. 
Project Accomplished
· DC Power Supply 
· C++ Game Project 
· Fire Alarm System 
· Antenna design on Wearable Fabrics 
Final Year Project
· Second generation digital terrestrial television broadcasting system ,DVB-T2. 
· Transmit Audio, Video Signals Using OFDM. 
· Suitable for carrying HDTV signals. 
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Education
	2008 to 2012
	B.Sc. Electrical Engineering, Majors in Telecommunication

	
	COMSATS Institute of Information Technology (CIIT), Islamabad.

	2005 to 2007
	FSC ( Pre Eng.)

	
	Fauji Foundation College Chakwal

	2003 to 2005
	Matriculation

	
	Jinnah Public School Chakwal
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Key Skills

	
	Advanced MS
	
	Advanced Microsoft
	
	Advanced Power
	Microsoft
	Proficiency
	JD
	TEMS
	

	
	Excel
	
	
	
	Word
	
	
	Point
	
	Access
	with ISO
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	Interpersonal Skills
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Adaptable in any
	
	Self-organized and
	
	Ability to work
	
	Excellent
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	working
	
	
	quick learner
	
	
	under stress
	
	communication skills
	
	
	

	
	environment
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Personal Information
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Citizenship
	
	
	Pakistani
	
	
	
	
	
	
	
	
	
	

	
	Religion
	
	
	Islam
	
	
	
	
	
	
	
	
	
	

	
	Languages
	
	
	English, Urdu, Punjabi
	
	
	
	
	
	
	
	

	
	Date of birth
	
	
	10 July 1989
	
	
	
	
	
	
	
	
	
	

	
	Visa Status
	
	
	Employment Visa
	
	
	
	
	
	
	
	

	
	Driving license
	
	Valid UAE license
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activities and Interests
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Internet
	
	
	Social networking, researching and blogging
	
	
	
	
	

	
	Sports
	
	
	Cricket, tennis, volleyball, badminton and table-tennis
	
	
	
	

	
	Entertainment
	
	Television, movies and music
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	Reading and sketching
	

	
	
	



