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Mahvish 

Mahvish.380420@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
13+ years of experience

MBA Finance (Campus Gold Medalist & Institute Bronze Medalist)

CA (Part qualified)

Visa status: Visit Visa

I am a seasoned and multifaceted professional with more than 13 years of professional experience in HR and administration, finance, communication, & education by working in multinational companies such as JSI Reserach & Training Inc., VEON Global Services Pvt Ltd and Mobilink (Currently known as ‘Jazz’) in different projects in Pakistan, The UK, The Netherlands, Ukraine & UAE.

My major skills & competencies are Multitasking abilities, Knowledge of best practices, Analytical skills, Human Resources Recruitment and Operations functions, Competency based interviewing, Employer branding, Succession planning, Performance management, leadership skills, Talent and team management, Employee engagement and relationship, Digitalization, Negotiation skills, Relationship Management, Services & Facilities Management, Budgeting, Invoicing & Processing, PR/PO, GAAP, Travel & Accommodation Management, Communication Skills, Corporate Communications, Oracle, SAP, ERP, HRMS.

Since November 2016, I am working in Veon Global Services (“VGS”) Pvt. Ltd as Assistant Manager Services & Corporate Communications. VGS being a start-up venture of Veon B.V, Netherlands provided great opportunity to gain lots of experience to build everything from scratch. VGS is currently providing HR recruitment & support services, Finance Operations & Procurement Operations to OpCo in Pakistan & Bangladesh and HQ at Amsterdam. I also gained global exposure and knowledge of worldwide best practices by working on different projects in the UK with Veon Digital BV, in the Netherlands with Veon HQ, in the UAE for Veon, and in Ukraine with Shared Services Centre, Ukraine. I have been awarded "Outstanding achievement award" for the year 2017.

Before this, I worked as an Assistant Manager Services at Mobilink (under the name of BCS), Pakistan from March 2012 till November 2016. In this tenure, I gained experience in managing HR & Admin services with strong grip on communication. The organization in recognition of my work bestowed upon me with ‘annual employee award’ for two consecutive years 2012 & 2013 and three internal grade promotions.

In terms of education, I have Master of Business Administration (MBA) from COMSATS Institute of Information and Technology, Pakistan with distinction and grabbed Campus gold medal and Institute bronze medal. I am also CA part qualified.

I am willing to relocate anywhere in U.A.E and look forward to discuss in detail how your organization can benefit from my expertise.

Thanks for your time and consideration.

Mahvish
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Mahvish
13+ years of Experience

MBA Finance (Campus Gold Medalist & Institute Bronze Medalist)

CA (Part qualified)
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Core Competencies & Skills

Multitasking abilities, Knowledge of best practices, Analytical skills, Human Resources Recruitment and Operations functions, Competency based interviewing, Employer branding, Succession planning, Performance management, leadership skills, Talent and team management, Employee engagement and relationship, Digitalization, Negotiation skills, Relationship Management, Services & Facilities Management, Invoicing & Processing, PR/PO, GAAP, Travel & Accommodation Management, Communication Skills, Corporate Communications, Oracle, SAP, ERP, HRMS, Internal Communications, Health and Safety, Automation, Process Improvement, Budgeting & Cost Optimization, Aptitude for technology, Vendor Management skills, Relationship Management, Communication Skills, Oracle, SAP, ERP, HRMS

[image: image9.jpg]COMSATS




[image: image2.jpg]


Academics
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	COMSATS Institute of Information Technology, Attock Campus, Pakistan
	2008 – 2011

	MBA FINANCE
	

	Campus Gold Medalist, Institute Bronze Medalist
	

	The Institute of Chartered Accountants of Pakistan, Pakistan
	2005 – 2008

	CA (Part Qualified)
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Professional Experience (13+ Years)
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Assistant Manager Services & Corporate Communications VEON Global Services (Pvt.) Ltd, Islamabad, Pakistan



Nov 2016 – To date

VEON Global Services (Private.) Limited is a company engaged in the business of providing advisory and management services to businesses in the digital and telecommunication sectors, including, accounting, tax, office and business support services inclusive of office administration support services and the activities associated with operating call centers and other office support.

Veon Group is providing voice and data services through a range of traditional and broadband mobile and fixed line technologies and operates in Russia, Algeria, Pakistan, Bangladesh, Ukraine, Kazakhstan, Uzbekistan, Kyrgyzstan, Armenia, Tajikistan, Georgia, Laos, Zimbabwe and Italy.
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Job Responsibilities

· Participate in developing and monitoring the annual budgets achieve the overall strategic direction of the organization. Monitor and recommend cost optimization initiatives/ solutions related to Capex and Opex spend.
· Formulating the internal communications framework and aligning it with group
· Manage logistics – Error free handling of international & domestic travels including visa arrangements, arranging travel & accommodation for the local & global leadership, employees, & consultants. Managing yearly spend of PKR 300M.
· Responsible for coordination with embassies and visa issuing authorities for smooth execution and completion of all the visa requirements.


Awards & Achievements

· Outstanding achievement award for the year 2017.
· Gained global exposure by working on different projects in the UK, UAE, Netherlands, Ukraine & Pakistan.
· Developed and launched People app to digitalize employee experience.
· Ensure smooth running of Admin Operations including indoor/outdoor events management, logistics, cafe, supplies, housekeeping (an area of 10,000sqm), R&M of premises, HVAC, Security & Logistics.
· Plan and coordinate procedures and systems and devise ways to streamline processes. Sets standards of Service Level Agreements. Monitor, measure and manage their performance and quality of support through transactions turn-around time and internal customer feedback index.
· Supervised system & automation projects that resulted in automation of systems.
· Office Space planning, supervise construction, renovation and R&M to ensure that facilities meet environmental, health, security standards, and comply with government regulations.
· Development and communication of Internal Communication strategy & plans – not limited to emails, newsletters, digital media etc. Communicate internally with all levels of the organization but more frequently with the CEO, Top Functional Heads/ GMs and Direct Reports who Head the HR, IT, Admin and Communication Departments. Externally with business partners, Vendors, Media Agencies, Third Party Contractors.
· Organizing campaigns and organizational values fostering events. Advocate the company values, ethics, policies & systems & act as the custodian of the culture, ensuring relevant tools are available including policies, procedures & codes of conduct. Educate top management on the importance of ethics & values.
· Responsible for all departmental invoices, payment authorizations, PR/PO, budget allocations, accruals and expense reporting.
· Responsible for succession planning, employee performance and year-end evaluations, employee engagement and employer branding.
· Lead, plan, schedule and formulate the recruitment schedule for the year liaising with the business on the various selection and recruitment methods in order to attract and retain the best candidates;
· Managed the recruitment process including shortlisting, interviews, references, salary negotiations and the on-boarding process;


· Established the facilities in coordination with OpCo to achieve efficiency with optimum utilization of shared resources
· Drafted Admin & HR policies
· Automated the travel reservation system
· Savings of around PKR 15M by utilizing the most cost effective travel options
· Developed KPIs & SLAs
· Owner of organizational announcements, corporate articles, and important communications in line with the company strategy.
· Enhanced strong interaction with the OpCo, HQ and across group.
· Developed internal communication plan in line with the group strategy.
· Awarded appreciation for supporting the compliance team is successful implementation of due diligence tool “HIPEROS”.
· Successful migration of HR recruitment & support functions of HQ and OpCo.
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Assistant Manager Services

Business & Communications Systems (A Mobilink Company),

Islamabad, Pakistan



Mar 2012 – Nov 2016

Mobilink, now called as Jazz, was a trade name of Pakistan Mobile Communications Limited (PMCL), a mobile operator in Pakistan providing a range of prepaid and postpaid voice and data telecommunication services to both individual and corporate subscribers. Its head office is in Islamabad. The network claims to have been the first GSM-based mobile operator in South Asia.
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Job Responsibilities

· Fleet Management: Managing a fleet of over 500+ vehicles for their repair and maintenance, fuel consumption, vehicle registrations, route optimization, drivers’ management and female pick & drop.
· Hotel & Travel Management: Managed local & international travel of CEO, senior management, employees & consultants by coordinating with embassies for arrangement of visas, arranging tickets, & accommodation. Yearly spend around
USD 3.2Million

· Facilities Management: Ensure that the facilities are efficiently and effectively managed as per the approved hygiene standards for all 21 locations (314,272 sft). Managing facilities by following gold, silver & bronze standards of cleaning.
· Event Management: Handled more than 2000 corporate events, offline, conferences, dinners, musical nights and other as and when required. (Inhouse and


Awards & Achievements

· Awarded twice for quality work
· Mobilink Achievement award 2012
· Achievement award 2013
· Because of the continuous and effective performance received internal promotions for three years.
· 10% reduction in admin expenses for the year 2016
· Managed PKR 500M in CAPEX and PKR 250M in
OPEX

External)

· Overseeing the whole recruitment process and developing and implementing new recruitment tools. Develop and provide formal induction program for all new employees
· Develop and provide formal induction program for all new employees in association with the Group HR/Admin Manager. Taking care of employees from joining formalities to their separations, collecting the relevant documents, joining form, opening bank a/c, issuing ID card and background verification, etc.
· Coordination on timely completion of annual performance reviews of staff performance evaluation and also facilitating year-end appraisal meetings.
· Developing proposals and recommendations for improvement of organization's Human Resources & Administration policies & procedures. Assist in revising and designing the HR policies as and when required-Responsible for managing employee life cycle;
· Established relationships with local universities and recruitment agencies to bring the best talent on board. Conducted seminars and conferences at local & international level to establish Jazz as employer of choice.
· Responsible for budget allocations, budget estimations, accruals and expense management, variance analysis and devising ways to lower costs. Also, responsible for all departmental invoices, vendor management, invoice processing and PR/POs.
· 
RO for compliance activities
· Supervised communications plan for all admin projects
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Lecturer

Punjab Group of Colleges, Attock, Pakistan



Jul 2011 – Feb 2012

The inception of one of the best colleges and universities in Pakistan in 1985, laid the foundation of the Punjab Group with the aim of academic excellence at all levels along with shaping the future of its students.

	
	Job Responsibilities
	Awards & Achievements

	
	Lecturer of Mathematics, Accounting, Business Finance to I Com & B
	One of the pioneers of setting up a

	
	Com students
	new establishment of PGC at Attock.

	
	Event Management – Managed annual events, debate competitions,
	First year 2500 admissions. (HSSC &

	
	stage performances
	BSC)


· Formulated the marketing and communications strategy for the newly established campus.
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Lecturer

Army Public School & Colleges System, Attock, Pakistan



Sep 2008 – Jul 2011

Army Public Schools & Colleges System (or APSACS) is an educational institution with branches located in the four provinces of Pakistan. There are a total of 36 branches in the whole country.


Job Responsibilities

· Lecturer of Mathematics, Accounting & Business Finance for O/A levels’ students.
· Developed curriculum for the subjects taught
· Developed the scholarship criterion for the IGCSE students.
· Event Management – Managed annual events, debate competitions, stage performances
· Follow ups and development of admin policies
· Curriculum development for Mathematics, Accounting & Business Finance

Awards & Achievements

· Among the pioneers who helped in setting up Cambridge system of education at APSACS, Attock
· 100% pass level in Maths & Accounting (O Levels)
· Independently managed the annual function for the year 2010.
· Introduction of modern style teaching & experiential learning
Admin & Finance Associate

JSI Research & Training Inc., Islamabad, Pakistan



Sep 2004 – Feb 2008


John Snow, Inc. (JSI) is a public health research and consulting firm in the United States with its nonprofit partner JSI Research & Training Institute, Inc., provides technical and managerial assistance to public health programs worldwide


Job Responsibilities

· Corporate event management;
· Supported business forecast processes;
· Ensured timely payment of customers;
· Financial reporting (monthly);
· Preparation of accounts, Reconciliations, Preparation of management accounts.
· Cash flow improvement;
· Employees payroll.
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Personal Details

Nationality
Pakistani

D.O.B
July 24, 1985

Marital Status
Married

Languages
English (Fluent), Urdu & Punjabi (Mother Tongue)

Willing to relocate worldwide

