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Emial ID:-  syed.297516@2freemail.com 

	Career Objective: 
A dynamic and enthusiastic Administration Manager with a wealth of experience in directing administrative management services, aiming to obtain a challenging and rewarding role where I can utilize my organizational skills and acquired knowledge, whilst affording me the opportunity for continuous professional growth. 


	Key Skills / Attributes:
· Proven ability to develop administrative and clerical procedures within large scale project management.
· Excellent organizational, analytical and interpersonal skills with the ability to interact seamlessly at all levels.
· Strong leadership qualities able to engender loyalty and enhance team performance.
· Detail oriented; able to design and implement effective reporting and administrative systems.


Education & Qualifications:

	2004
	                                 Master in Computer Sciences

	American Institute of Computer Sciences Lahore, Pakistan
	


	2002
	                                Bachelor in Commerce

	Punjab University, Lahore, Pakistan
	


	1999

Punjab College of Commerce 
Lahore, Pakistan
	                                Higher Secondary School in
                                Commerce


Professional Experience / Career Profile:

	Jan. 2015 – Till Date
	                                 Administration & HR

	Barkaat Enterprises

Lahore, Pakistan
	


My duties here are to maintain daily activities of office & Liaison with representatives to resolve any
issues. Maintain all the records of Visa, CV & Correspondence. Supervise & Manage daily activities & 
other staff. Manage all the email correspondence with clients, companies & candidates. It’s my duty
to ensure that all the visa are submitted in embassy on time, Prepare & send weekly update reports 
to all clients about their visa’s status. My duties also include contacting the representative to follow
up about visa endorsement status as well as contact the new candidates selected by us or nominated 
by the company to start their visa process.

HR responsibilities to include:-

Selection of CV’s as per company requirement. Manage of all visa requirements.

Submission of CV’s to the companies after short listing for their selection & interview.

Conducting Interviews in office & on skype. I also hire new employees for our office as well.

	Nov. 2008 – Jul. 2014
	                                Administrator

	El-Seif Engineering Contracting Company, KSA
	


I was hired in this organization as an admin secretary & following duties were assigned to me.

I had to check/manage all admin matters, correspondence between site/head office & to solve site issues, To look after all manpower matters like, attendance, vacation, prepare their payroll well in time & keep all records.

After seeing my abilities, an additional task to work with the project director was given to me. There I had to prepare weekly/monthly reports, internal/external reports for higher management of ESEC as well for consultant (Dar al-Riyadh).

I was also responsible for all documentation, reporting for director & arrange his meetings & Travel arrangements. All correspondence/documentation was made by me between the ESEC & client & consultant.

In 2012 it was honor for me to be promoted for P122 Five Star Hotel Tabuk Project as Administrator out of bunch of candidates. I was responsible to assign duties to 30 member’s staff of different categories & ensure they complete them before the deadline. Staff payrolls, to monitor their overtime within the budget limit, close watch on validity of Iqama of staff / labor and arrange their re-entries, staff & labor vacations, make travel arrangements to home country & back, mess arrangements, accommodation & other necessities were also my responsibility.

Purchasing office requirement & refreshment material within budget limit, making log book of vehicles, visitors, give task to drivers working at site/camp & to check them was also my responsibility.
	Mar. 2007 – Nov. 2008
Agility Logistics
	                           Customer Service Executive
                           and Operation Manager


It’s a leading cargo company and I worked as a customer service executive. My duties were to track & trace all the shipments moved in all over the country as well as all the international shipments. I have to resolve all the issues in different stations in different cities. Like any parcel miss routed, miss placed, damaged or lost. I have to pin point all the problems faced by the customers and solve them. I also manage all the record for deliveries made in my place of work Lahore. I also deal with the cooperate clients with import & export various large scale materials. I was then promoted to Operation Manager’s post and my duties included receiving of the cargo trucks from abroad and different cities and unloading them under my supervision and in the morning loading them in small vehicles & dispatching them to their respective destination in the city. My duty was to make sure that the material is delivered to its respective owner in time.
	Nov. 2006 – Feb. 2007
	                            Assistant District Manager

	Servis Sales Corporation(Pvt) Ltd.
	


My duties included making of reports for sales every fortnightly and on monthly basis. I also took care of all the issues regarding sales and stock delivery from the factories to the shops. I checked that the demand given by the shop manager is right or wrong. I also assisted the sales manager in making campaigns regarding the increase of sale. My duties also included to make sure if the shop is being renovated it should be re-opened in time for sale. I was also responsible for taking the interviews for the jobs of trainee salesman.
	Aug. 2006 – Oct. 2006
	                            Shop Manager

	Servis Sales Corporation(Pvt) Ltd.
	


My duties were to maintain the shop stock statement and to give fortnightly report to our District Manager. Here I maintain the Expenses statement and I also make receiving and dispatching statements. I also make daily mirror of shop and at the end of month I make payroll for the salesmen as well. I also make the demand for the shop for the future supplies from the factories.
	May 2006 – Jul. 2006
	                            Secretary

	Mantaq Systems (Contractor for Servis)
	


Here my duties included preparing fortnightly and monthly report after entering the stock statement of every shop. In this I had to enter & check all the sales and stock delivered from factories to the shops & transferred in and out of the shop from the other shops.

	Sept. 2005 – Nov. 2005
	                           Field Executive

	Lucent Bell Lab Technologies
	


I also worked in Lucent Bell Lab Technologies as a representative of Abdulla Fouad Holding Company on support for their migration of Main Data servers from Dubai to Sweden for the employees of the company working in Saudi Arabia. My duties were to configure the outlook on the new exchange server in Sweden. And run their outlook and transfer their complete old user profile to new profile and solve any problem relating their communication software used, which the user faces in running the software’s as well as new interface and accessing the new server in Sweden.

	Aug. 2005 – Mar. 2006
	                           Field Executive

	Abdullah Fouad Holding Company,
KSA
	


My duties on a project of Saudi Telecom for the installation and maintenance support of HP Compaq Computers and Printers and Scanners. My duties were to install and configure the computer on STC (Saudi Telecom) domain and configure their Outlook and resolve any issues for hardware & software. I also install and configure local and network printers & Scanners. In this project I also worked in different sites like Abha, Al-Baha, Qassim, Jaddah, Dammam, Riyadh, Al Kharj, Tabuk, Hail and many other cities.

	Oct. 2004 – Jul. 2005
El-Seif Engineering Contracting Company
	                         Data Entry /
                         Document Controller /
                         Site Administrator


My duties are to maintain record of the whole manpower working and enter their daily working hours on computer and at the end of the month make payroll and send to Head Office, I also worked in Central Document Control Department were my duties were to make all the corresponding letters for different subcontractors & client and keep record of the incoming and outgoing mails. I also have to keep record in the form of soft & hard copy. I had to make filling for whole project documents like submittals, transmittals, drawings etc then I was promoted as a Site Administrator and my duties included to manage day to day works and issue of manpower working on site. I also make correspondence with head office for persons going on vacation for their exit re-entry visas and follow up with accounts for their dues. My duties also included to look after the camp & mess facilities.

	Mar. 2003 – Jul. 2004
	                         Secretary

	Ghazi Kays Textile (Pvt) Ltd.
	


My duties were to maintain all records of material purchased and sold. I also made salary for the employees. I entered the daily hours of the employees in computer and at the end of the month make summary for the payroll. I handled all the mail and official correspondence with Clients and manufacturers. Make Arrangements for meetings and factory visits for the boss.

Additional Skills Training:
	Apr. 2009
	Primavera Contract Manager

	Progress, Riyadh, KSA
	


	May 2001
	Certificate in Computer Studies

	The National Group
	


Additional Skills:
	· Work skills on any type of computer interface.

	· Software and Hardware troubleshooting.


Personal Details:
	Nationality:
	Pakistani

	Date of Birth:
	July 7, 1982

	Sex:
	Male


References:
Available on request.
