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Nationality:

Pakistan
Date of birth: 
October 25, 1987




Visa Status:

Visit Visa

  

 
 

MBA (HR)

        
The University of Lahore

B.Com


        
Rawalpindi College of Commerce
I.C.S



Punjab College of Commerce

Metric



Hamza Army Public School

TOTAL PROFESSIONAL EXPERIENCE: 7 YEARS

Administration & Operations Officer 

December 2013 – Till Date
Bella View Lounge Hotel, Islamabad, Pakistan
Hospitality


Responsibilities:
·  Providing Administrative Support for matters related to the internal & external Operations
· Arranging meetings relating to the Core Operation of the Company
· Administrating the petty cash system and ensure appropriate Record keeping
· Verifying and processing of Purchase invoices, Receipts and Payments
· Issuing purchase orders of Equipment, Materials and Office supplies
· Minute taking for Board, team meetings and other meetings as required 

· Managing repair & Maintenance of Hotel premises
· Managing transportation (vehicle fuel, repair, maintenance and log book)

· Supervising Support Staff (Purchasers, Receptionist’s, Security, Driver, Waiters, Chefs, Housekeeper’s, Janitors and Gardner)

· Preparing Monthly Duty Roster for Subordinate Staff members
· Duty & Leave Management of Staff members
· Evaluating & conducting Operational staff Performance Appraisals
· Effectively & efficiently dealing with Government Agencies
Project Secretary 




June 2013 – October 2013
Al- Saad General Contracting, Jeddah, Saudi Arabia.
Construction

Responsibilities:

· Personally Generated, Followed Up & Filed Main & Important Project Correspondences (Demand Letters, Material Delivery Reports, Material Handling Manuals & Bid Letters)

· Monthly Budgeting Activity (Procurement, Project expenses & Cash flows)

· Maintained Fixed Assets Records for Site (Vehicles, Site machinery & Office Equipment’s)
· Maintained and Requested Project Material Requisitions 

· Verified Payment Vouchers/Cash Receipts for Procurement
· Supervised Site Staff & Work Force (Pool & Site drivers, Warehouse staff ,Technicians & Office staff) 
· Generated & Follow-up of Medical &  Iqama Letters Requests of Employees to Legal Department
· Verified Monthly Time Sheets & Sending To Payroll for Salary Issuance
· Kept Monthly Overtime Data of Employees

· Maintained Daily Attendance Sheets
· Processed Salary Claims as per Time Sheets
· Processed Transfer Letters To & From other Projects/Departments
· Processed Leave Requests (Annual, Medical, Emergency, Casual)
· Processed Final Exits & Settlements as Per Company Policy
Customer Services Officer



May 2011- January 2013
ZONG – Pakistan, Islamabad
Telecommunications 

Responsibilities:
· Provided information to the customers regarding product and services
· Customer care and their retention
· Finding & offering customer complaint solutions 
· Forwarding customers complaints to CMC department
· Updating  customer feedback to regarding  CMC department
· Issuing of Complaint/Request/Suggestion tickets on customers behalf

· Escalating calls to team leaders/ floor supervisor/ floor managers.
· Maintained and improved quality results by adhering to standards and guidelines; recommending improved procedures.

Front Desk Visa Services Officer




May 2008 – April 2011  
 TCS Visatronix, Islamabad, Pakistan
Courier & Logistics




 
Responsibilities:
· Managed the Front Desk / Reception of Visa Drop Box 

· Identified & Resolved the Queries & Problems of Walk in Customers Regarding Visa Applications of Concerned Embassies 

· Answered Customers/Applicants Queries Both Physically & Over the Telephone
· Drafted Correspondence

· Managed and Maintained the Diary

· Arranged Meetings, Hotels and Travel Arrangements

· Maintained and kept an Accurate Record of Papers and Electronic Correspondence

· Taken Minutes of Meetings and Proactively Ensuring Actions Points Are Delivered On time

· Acted as the Contact Point for All Visitors
· Assisted in Preparing Documents for Final Signature When Required

· Visited Embassies (Spanish, Canadian, Indian, and Egyptian) for Visa Submission & Receiving
· Updated the Respective Visa Counters In All Over Pakistan Regarding Updates & Queries of High Commissions
Internee





October 2007- Jan 2008
 

 

Mobilink, Islamabad, Pakistan
Telecommunications

Responsibilities:
· Maintained Files & Folders
· Managed bank tasks ( Pay orders, Bank drafts,Cash,Cheque)
·  Replaced Telephone Operator in his absence and assisted when required
· Correct routing of calls through switch board to concerned staff / extensions


Office Administration & Management 	 	Staff Attendance & Leave Management


Executive Support & Travel Coordination	Record & Database Administration


Calendar & Diary   Management 		Procurement & Vendors Management


Customer Services 				Front Office Reception 				MS- Office Skills					Internal & External Communication (Outlook)





KEY SKILLS








EDUCATION








PROFESSIONAL EXPERIENCE














