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CAREER SUMMARY
· A dynamic professional with 06 years of Administration Experience including over 2 years in Hospitality & 4 years In Cargo Industry. 
· Associated with Al Raha Village Properties L.L.C, Abu Dhabi U.A.E., as Assistant Administrator (Facilities) dealing with more than 20,000 tenants to provide the facility of Hospitality. 
· To build a career in Logistics, Administration, Coordination and Operations that offers professional growth and continuous learning opportunities. 
	CAREER SNAPSHOT
	02 Year UAE
	

	
	Experience
	


Assistant Administrator,
at Al Raha Village, Abu Dhabi, UAE
June 2013 - Present
Cargo Supervisor,
at T.M. Cargo, Karachi & Lahore, Pakistan
Dec 2010 – Apr 2013
Logistics Coordinator,
at TNT Courier, Karachi, Pakistan
Mar 2009 – Sep 2010
BPO Operator,
at Systems Limited Company, Karachi, Pakistan
Nov 2006 – Jan 2009
WORK EXPERIENCE

ASSISTANT ADMINISTRATOR
AL RAHA VILLAGE PROPERTIES.
Mafraq Workers City 2, Abu Dhabi, UAE


VALID UAE DRIVING LICIENCE
Strengths
· Ability to effectively interact with members at all levels of the organization 
· Administration & Operations Skills 
· People Management & Team Building Skills 
· Flexible to different kinds of work environment 
· Willingness to learn and work hard 
· Professional and energetic demeanor 
· Excellent Client Relationship Skills 
· Commitment to Service Excellence 
June 2013- Present
Company Profile
Al Barakah Investment Holding Company is a diversified group of companies, including Al Raha Village Properties LLC, Workers Village Real Estate LLC, Dubai International Camp & Saadiyat Village. One of the leading Facility Management Group in Abu Dhabi, providing Accommodation, Catering and Laundry services more than 90,000 people in Abu Dhabi. It subsidiary companies include
International Construction Contracting Co., Skill Force Security services and Life Care Hospital.
Job Responsibilities
· Coordinating and responding to the email to clients with regards to procedures that they need to follow to complete transactions and contract packages requirements. 
· Processing information and prepare documents and requirements for new clients. 
· Preparing daily, monthly & yearly report. (Client - Details and Summary) 
· Following up with clients with regards to their contract agreements in Al Raha Village. 
· Enter data using company software to import new or update records of clients. 
· Drafting official correspondence, circulars, and memorandums. 
· Direct phone calls; provide typing, filing, and other clerical services. 
· Distribute daily mail incoming & outgoing 
· Preparing Occupancy reports – Check In/ Out - Late Meal - Pack Meal reports on daily basis. 
· Handling tenant replacement / bed transfer after verification with the concerned 
· Prepare work order for maintenance work and follow-up regarding pending work. 
· Arranging accommodation & Catering service for clients & Staff. 
· Attending front desk queries, concerns & complaints and resolves the issues. 
· Preparing the final clearance of permanent exit / contract expire companies. 
· Coordinate with the Logistic dept. regarding mandays-count, pack meal, late meal etc. 
Cargo Supervisor
Dec 2010- Apr 2013
T.M. CARGO
Karachi & Lahore, Pakistan
· Responsible for directing and developing cargo management operation for the district. 
· Ensures that the shipments is accurately processed, distributed and released for forwarders, agents and costumers in a timely manner. 
· Ensure that all items are properly numbered and addressed. 
· Solve external and internal client costumer’s issues in a cost expeditious and effective manner. 
· Assist customers with inquiries. 
· Complete documentation such as pick lists, bills of lading, work orders and shipping orders using computer-based technology. 
· Organize files both manually and electronically. 
· Record shipment data such as weight, charges and damages. 
· Prepared invoices for payment. 
· Ensure all payments are processed in time. 

Logistics Coordinator
Mar. 2009 – Sep 2010
TNT Courier Services
Karachi, Pakistan
· Approving time sheets for delivery. 
· Signing payment vouchers. 
· Scheduling maintenance charts for all vehicles & Issuing fuel cards to drivers. 
· Handling inventory 
· Maintaining and Monitoring invoicing, payment and recovery. 
· Preparing data entry & maintaining the complete filing records. 
BPO Operator
Nov. 2006 – Jan 2009
Systems Limited Company
Karachi, Pakistan
· Perform general data entry using online Data Center Management Systems (DCMS). 
· Input data into a variety of computer programs with pace and correctness. 
· Extracting relevant data from search packages in the form of PDF and entering data into the website. 
· Checking the quality of the work done on each order and releasing it to client. 
· Utilized scanner, copier, telephone, fax machine, and printer to perform tasks. 
ACADEMICS

· B.Com – Bachelor of Commerce From Karachi University. 
TECHNICAL CERTIFICATION
· Diploma in Supply Chain management 
· Diploma in Graphics Designing 
· Short Courses of Cargo Handling & Passenger Handling. 
COMPUTER SKILLS


· Ms Office and capable to work with various windows based software 
· Microsoft Outlook 2000, 2001 & XP 
· Internet Explorer, Downloading, Scanning Software and Software Installation 
PERSONAL DETAIL

	Date of Birth
	:
	March 11, 1984

	Citizenship
	:
	PAKISTANI

	Religion
	:
	Muslim

	Marital Status
	:
	Single

	Visa Status
	:
	Employment Visa 

	Driving License
	:
	UAE Light Vehicle

	Languages known
	:
	English and Urdu (Read, Write, Speak)

	
	
	Hindi (Speak) and Arabic (Read)


In view of the above I will be thankful to you if you give me an opportunity to work in your esteemed organization and assure you, I will sustain to your requirements & need.
In anticipation of favorable response.
Thanks & Best Regards,
