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Objective:


I want to work in a challenging environment, where I have ample opportunities to employ my talent, learn more, advance in my career and have diversified exposure to further excel the professional skills and environment to motivate the individual for a long-term career. 
----------------------------------------------------------------------------------------------------------------------
Professional Summary
A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. Alan I now is looking for a career advancement opportunity with a company that will allow him to develop his skills & potential.
----------------------------------------------------------------------------------------------------------------------
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Career History
Feb 2015 to Present as Administrative Officer
Yas Mall Abu Dhabi (Spark Security) Abu Dahbi
Duties and Responsibilities:
1. Maintaining work permits for all Yas Mall Tenants for doing any kind of work in Yas Mall premises 
2. Maintaining record of attendance of employees
3. Creating and revises systems and procedures by analyzing operating practices, recordkeeping systems, and forms control.

4. Developing administrative staff by providing information.

5. Resolving administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.

6. Providing information by answering questions and requests.

7. Maintaining supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

8. Completing operational requirements by scheduling and assigning administrative projects; expediting work results.
-------------------------------------------------------------------------------------------------------------------------------
Aug 2009 – July 2014 as Administrative Officer/
H.R Assistant
City Traffic Police Lahore (Punjab)
Lahore
Duties and Responsibilities:
1. Supervised and coordinate activities of staff

2. Conducted orientation programmers for new employees

3. Administer salaries and determine leave entitlements

4. Maintained  management  information systems (manual or computerized)

5. Review and answer correspondence

6. Provided secretarial or executive services for committees.
7. Provided secretarial services such as minute taking.

8. Ensured office procedures and systems operate efficiently.

9. Handled requests for information and data. 
10. Circulation documents via post and email.

11. Scanning and copying contracts, notes and other documents.

12. Checked stationary levels and ordering new supplies
13. Being the part of organizing and training of new recruitment.
 -------------------------------------------------------------------------------------------------------------------------------
Jan 2006 – April 2009 as Office Assistant 
Punjab Mineral Development Lahore 
Lahore
Duties and Responsibilities:
1. Monitored and managed the operations of all Office work on computer.

2. Manage, direct, control and supervise all the administrative departments and services of the office.

3. Handled large amounts of paperwork and data.

4. Worked within a busy office environment, and supported office teams in order to ensure the smooth running of day-to-day activities.

5. Communicated clearly with work colleagues using emails etc.

6. Handled petty cash, floats and expenses.

7. Continually meet and exceed the operational and administrative expectations of employers.

8. Provide accurate administration of all paperwork generated at Office level.

--------------------------------------------------------------------------------------------------------------------------------
Academic Career:
2004

Graduation 



Punjab University Lahore 

2002

Faculty of Arts




M.Z.A Khan Degree College WZD

2002

Matriculation   (Science)



F.G Boys High School Multan Cantt 
2005

Diploma in Computer



Institute of Computer Sciences.
----------------------------------------------------------------------------------------------------
Personal Information:
· Date of Birth:



02-02-1984
· Marital Status:



Married
· Nationality:




Pakistani

· Languages:




Urdu, English, Punjabi
-----------------------------------------------------------------------------------------------------
Reference: Will be furnished on demand.[image: image4.png]Clry Trariie Police Lanore
LAHORE Courtesy-Service-E: xcellence




