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Objective: 

To work in an organization where I can, effectively utilize all-important tools and experience to become successful with proper inflections, ability with an eye to foresight and to plan operations for a period ahead, firmly without any setbacks to face all obstacles, having the aptitude for research and adaptability to apply modern methods that are effectively carried out in the proper management of an organization.

Presently in Uae on visit visa.

World Vision International.                                                       06Sept 2008 to 30 Sept 2012.
Admin/Logistic Coordinator(Emergency Flood Response).
 Staff

· Supervising fourteen Support staff and supporting all 135 staff members in the office.
· Approving their OT and Perdeims.

· Provisioning of staff and Drivers duty roster.
· Construction material and  transport availability for projects.
Housing
· Identification of Houses for offices, TH and Ware House through Property Dealers.

· Visits on site locations for Inspection and Feasibility reports of newly leased houses regarding security, admin and IT.
· Negotiations with Landlords and contract closings.
· Preparation and renewal of Lease Agreements.
· Recorded the present List of items in the rented House, TH and WH.
· Provision of standard facilities in the office and THs.
Safety & Security. 
· Provision of security guards in all WV premises/WH and ensure that offices are properly fenced and grilled and fire extinguishers are in place as per security policy.

· Ensure all the security requirement should be fulfilled as per policies,

· Staff training regarding security and use of security facilities.

· Ensure that all the Vehicle Movements should be in the assigned security timings.

· Ensure that all the first aid kits are placed properly in the Premises and Vehicles.
· Checking the Security situation before departure and arrival of Operational Areas.
· Ensure for the proper implementation of Security Policies.

· Coordination with the Concern departments for security updates.
Transport (Fleet Management of 35Vehicles)

· Transport policy Manual PAKO HR.

· Electronic Rout Cards for all kinds of vehicles moments.
· Adherence of security timings.

· Submission of Rout Cards should be 24 hours before traveling.

· Separate requisition for hiring of private cars on daily basis.

· Fueling contract.
· Rental contract.

· Process of bills

· Daily checking of log books.

· Weekly and monthly checking of vehicle mileage,
· Dealing with drivers of WV/Rented and resolved their issues before COB.

· Daily coordination with vendors and update them according to the vehicles if needed replacement.

· Repair and maintance of WV vehicles.

· Share monthly vehicles report with HO.
Mobile/Thurrayas/Landlines.

· Providing mobiles sets after the approval of CD for the staff.
· Marking of personal calls if the bill exceeds the limits.
· Providing Thurrayas phone for the staff traveling in the hard areas where mobile phones are not effective.

· Making sure all landlines phones are functional in offices at all times.
        Event Management.
· Making sure that the Procurement policies are followed for all kinds of events where the cost exceeds more then $500.
· Ensure transparency in bidding process and select the vendor on merit.
· Maintain online database of vendors and prequalification of vendors.
· All Indoor meeting/ workshops are being arranged and facilitated.
· Making sure that the event management policies are being followed.
        Stationary.

· Submission of Requisitions.
· Arrangement of monthly stationary for the office as per requisitions. 

· Providing Stationary requested for training and work shop.
· Making sure that the staff follows the stationary policies

Assets Management

· Making sure that the Procurement procedures are followed for all kind of assets acquisitions.
· Ensuring Assets received are tagged and inventory numbers are issued by Islamabad office.

· Ensuring Assets inventory is updated and shared/reconciled with finance department after every 3 months.

· Inventory is being updated on system.

· Ensuring proper tracking system for all kinds of assets movement is according to the WB.

Computer

· Operating the online transport calendar and to give the route card approvals after the confirmation of Security. Under the transport policy.
· Composing and replying the emails to the concerns departments and their follow up till the resolution of matter.
· Preparing Admin/Logistic policies presentation for the Staff and ensure their implementation.
· Preparing and updating daily expenses bills as per SOP.
· Any other task which has been assigned by Supervisor.
 Visits
· Visits to PESCO,PTCL,SUI GAS offices to resolved the office related matters.
· Coordination with PIA/Air Blue/Emirates Airline Reservation/Sales Manager for the staff traveling and make the confirmation of their seats.
    Reports
·  Monthly reporting to Support Director.
Wateen telecom Pvt. Ltd.


27 May 2005 – To 15-Aug-2008
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Islamabad.

Supervisor  (Customer Support)

· Monitor and improve ware house Activities at Franchise in the assigned territory.
· Receiving complain on mobile and phone, also provide full support to FE, CSOs, SOS etc etc.
· To ensure that the franchise are working as per the defined company policies and procedures.
· Act as focal points for all inventory related issues of the franchise/outlets in the assigned territory and also to co- ordinated with different department to ensure smooth operations at the franchise centre.
· Identifying the area where re engineering of process is required.
· Updates and other important information are shared with franchise /CSOs on timely basis.
· Handle walk in customer’s and provide the solution on spot.
· Co-ordination with training and development in arranging trainings for franchise/outlets in the assigned territory.
· Conduct fellow up on training imparted and refresher training sessions along with assistance on as and                                                 when required basis.
· All products and promotional related issue are identified and addressed proactively at the franchise and issues logged are resolved effectively.
· Handle the complaints and provide the resolution with in TAT period.
· Handling of TMS,CRM NG,XML,Self Care Portal and Post-CRM
· Conduct periodic audits and reviews.
· Supervision of dealers and out lets. 
· Reporting to Manager.
Agricultural University, Pesh. August 05, 2003-March 07, 2005     

"Lecturer" (BPS-17); IBMS/CS

· Organizational Behavior

· Management

· Marketing

· Business Management

· Organization Management

· Global Management

· International Management 
· Project Management.
Seminars & Training Program’s



        
· U-fone Training Program. Islamabad
· Defensive Driving.(ICCT)
Security awareness Induction Training Program.(IOM) Islamabad.
· Certificate.(IOM)
· Online Security Training program Certification.(Gold Medal).

Education:

(  1999-02 
Master of Business Administration (MBA Management)
                    
Philippine Christian University (Manila)
(  1996-98

Bachelor of Arts
                    
University of Peshawar
(  1994-96

F.A 
        

BISE, Peshawar
Business Literacy:
(Organizational Behavior, Financial Accounting, Marketing Management, Human Resource Management, Economic Analysis, Quantitative Methods in Business, Managerial Accounting, Asia Pacific Business, Management of multinational Enterprises, Production & Operation Management, Corporate Planning, Methods of Research, Business Law & Ethics, Personnel Management & Employee relations, Organization & Management
 Computer Literacy:

(Internet, MS Office, Introduction to Computers and work on excel programming. 
Projects:

(City University of Science & IT (CUSIT)     
         2002 Peshawar    “Teachers Training Program” (proposed)
Interpersonal Skills:
(Satisfactory Communication Skills, Goal Oriented, Analytical Approach, Compromising, Strong-minded and a Team Worker.
Linguistic:(English, Urdu (M.T), Pashto and Punjabi

References:
Will be furnished upon request.
