Akram 
Akram.356382@2freemail.com                                         
Summary
Action-oriented and result-focused professional with 5 years of experience in Project & People Management and Business Consultancy; Successfully carried out business projects and delegated work by planning, paying attention to detail, analyzing the strategies and saving costs to achieve desired objectives; good team player with analytical, problem solving and excellent communication skills having the ability to work under pressure in a fast-paced driven environment.

Education 
Bachelor of Computer Science (BCS) – Honors                      

 

   March 2008                                   The University Of Lahore – Lahore Pakistan
Intermediate In Science-(FSC) – Pre Engineering  



        September 2001
Government Collage Okara – Okara Pakistan
IELTS (British Council) - English Language Course




January 2013
Certificate in Graphic Application
Certificate in Office Management
Core Competencies

	· Customer Relationship Management
	· Research and Development 

	· Administration 
	· Process and Performance Improvement

	· Employee Relationship 
	· Presentation and Negotiation

	· Leadership, Training, and Team Building
	· Articulate Written and Oral Communication Skills


Professional Experience
NAVTTC Phase III in UCMT (Okara) 







        
    Under Prime Minister Youth Skill Development Program III 




    Program Coordinator







May 2016 – Present 
Working as Program Coordinator in NAVTTC (National Vocational & Technical Training Commission) Phase III in UCMT Okara
 

UCMT Okara (Pakistan) 






 Aug 2015 – Present    Program Coordinator


Working as Program Coordinator in one of the Biggest Technology Colleges.

· Reporting to the Director and/or Head of Technology Department
· Working closely with the Associates.
· Being a member of the Faculty Teaching and Learning Committee

· Providing course specific advice to students

· Providing course promotion and recruitment in conjunction with the Faculty Office

· Developing criteria for ranking entry for admission and forwarding to FTLC for consideration

· Monitoring classes, applications.
· Considering academic related records. 
· Overseeing student progress

Haris & Co. (Pakistan)







Nov 2014 – May 2015 Admin Manager

Worked as Administrative Manager in one of the leading Engineering & Construction Company.  

· Maintains administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.
· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures.
· Provides supplies by identifying needs for reception, switchboard, mailroom, and kitchen; establishing policies, procedures, and work schedules.
· Provides communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.
· Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.
· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.
· Provides historical reference by developing and utilizing filing and retrieval systems.
               Improves program and service quality by devising new applications; updating procedures; evaluating system results with users.
· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.
· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.
· Contributes to team effort by accomplishing related results as needed.

Danet Al Midmar Co & Arch Centre (Riyadh-Saudi Arabia)


April 2010 – April 2012                                                                                                                                    Project Coordinator
Worked as a Project Coordinator in one of the leading constriction companies in Saudi Arabia 
·  Built a system to retain new associates globally from different culture
·  Attend client meetings and assist with determination of project requirements 

·  Assist the PM in the drafting and issuance of project proposals, RFP’s, tenders, budgets, cash flows and preliminary schedules 

· Prepare project organization and communication charts 

· Chair site meetings and distribute minutes to all project team members 

· Track the progress and quality of work being performed by design disciplines/trades 

· Use project scheduling and control tools to monitor projects plans, work hours, budgets and 

expenditures 

· Effectively and accurately communicate relevant project information to the client and project team 

· Ensure clients’ needs are met in a timely and cost effective manner 

· Review field inspection reports from Consultants throughout the lifecycle of the project 

· Issue Contracts, Letters of Intent, Purchase Orders, etc. 

· Maintain Contract Execution Tracking Log 

· Assist the PM in the review of Contractor quotations to ensure that only fair and reasonable pricing is recommended for approval 

· Track & manage contemplated change notices and change orders in the database 

· Prepare substantial completion certificates and ensure all required project close out documents are obtained 

· Communicate ideas for improving company processes with a positive and constructive attitude, and for developing this attitude in others 

· Keep the Project Manager (PM) and others informed about project status and issues that may impact client relations 
FM 96 Sahiwal (Pakistan)






June 2008 – Jan 2010
Admin Manager
· Oversee centralized operations.

· Ensure operations run smoothly within departments such as information and data processing, mail, materials scheduling and distribution, printing and reproduction, records management, telecommunications management, security, recycling, wellness, and transportation services.

· Ensure contracts, insurance requirements, and government regulations and safety standards are followed properly.

· Examine energy consumption patterns, technology usage, and personal property needs.

· Plan long and short-term maintenance needs.

· Modernize and update equipment.

· Oversee support services.

· Answer directives from directors of administration.

· Oversee the preparation, analysis, negotiation, and review of contracts related to the purchase or sale of equipment, materials, supplies, products, or services.

· Handle the acquisition, distribution, and storage of equipment and supplies.

· Preside over disposal of unclaimed property.

· Plan and design grounds maintenance.

· Develop energy efficiency procedures.

· Supervise a building's operations and maintenance, real estate, project planning and management, communication, finance, facility function, technology integration, and environmental factors.

· Plan workspaces.

· Oversee renovation projects.

· Monitor facility for security.

· Direct facilities staff, including custodial and grounds workers.

Personal Dossier
Languages: 

Fluent in English, Urdu, and Arabic 





 D.O.B.
            

11 Nov 1980 







   
    Nationality

Pakistani








      Gender
            

Male









    Marital Status      
Single
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