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 Nadeem
	Experienced Administrator

	Objectives
	Seeking a long-term, mid-level managerial position with an organization where my talent, skills, education and experience are put to strict test in a challenging environment for betterment of the organization as well as ensuring my professional development and growth.



	Profile
	Intelligent, highly organized, able to handle multiple tasks. Proactiveapproach, possess superior interpersonal skills. Demonstrates a positive, helpful and enthusiastic attitude with lots of energy and a great disposition. Able to catch on to new concepts very quickly. An excellent problem solver with over sixteen years of administrative experience supporting a team in a fast paced, high-tech environment.


	Skills & Behavioral Competencies
	· Organizationofavailable resources and prioritizing against time 
· Effective Time & Space management to meet the deadlines
· Flexibility to work under stress and strain, giving productive output
· Ability to work without close supervision as well as team working
· Excellent oral and written communication skills 

· Public relations / Protocol Services
· Cross Cultural Sensitivity/Dealing Customers from multi backgrounds
· Professional confidence to tackle with non-routine occurrences
· Initiative and drive to accept new challenges


	Expertise
	· Administration
· Secretarial Support
· Operations Management
· Presenter/Trainer

	· Protocol Services
· Public Relations
· Human Resource
· Security

	IT Skills
	· MS Office

	· Internet Explorer


	Languages
	Excellent operational command on spoken and written English (7.5 band in IELTs speaking module)


	Education



	1990 – 1992 
1988 – 1990  
	Pakistan Military AcademyKakul, Abbottabad
Bachelor of Science (B.Sc.)
Pakistan Military AcademyKakul, Abbottabad
F.Sc. (Physics, Mathematics, Chemistry)


	Professional Experience

	Proctor/Administrator
Student Affairs Department
2007 – Mar 2016 
AVP
2006 – 2007
Security Officer
2004 – 2006  
Captain
1992 – 2004
	Air UniversityPakistan
· Office administration, HRM, Administrative and support role
· Financial Support/management of interdepartmental events
· Maintaining allocated budget
· Purchase of office accessories
· Maintain office files, catalogues and regulate interdepartmental follow ups

· Allocate financial resources/ prepare feasibility and regularization of expenses for various events.

· Initiating periodic reports/returns after collecting, summarizing information/data on expenses against the financial budget
· Arrange travel and accommodation arrangements for the guests/visitors
· Correspondence with other departments& replying queries
· Enforcing/communicating policy, procedure and operations
· Departmental support and Coordination, greeting/screening visitors
· Preparing  memos, notices, minutes, official correspondence/replies 
· Arranging meetings, taking minutes and making presentations
· Student Affairs, including discipline, conduct, counseling, events organization, (workshops/seminars/convocations/trips/student sports week, welcome/farewell parties and other co-curricular activities.)
· Supervising, monitoring and providing necessary financial and administrative support for smooth conduct of various students clubs/societies’ indoor/outdoor activities.
Security and Management Services (SMS)
· Coordination between ‘In house staff’&mobile recovery teams (MRTs)
· Supervision of staff monitoring security on ‘In-House’ screens
Pakistan Bankers Foundation
· Risks analysis/impact and proposed solutions to management
· Assist senior management in formulating security policies.
Pakistan Army
· Office Correspondence/ Administration &Financial support
· HR support/ Personnel Management
· Travel and logistics
· Organization of meetings/agendas and workshops
· Secretarial Support, Public Relations and Protocol Services
· Personnel administration/management
· Time and space management
· Flexibility
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