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Khawar 
Objective

To serve in an organization offering new challenges resulting to become an integral part of the organization, to utilize my abilities to secure a challenging position in a capacity where I can contribute to the growth of a prospective employer and myself.
Summary of Skills

· Self motivated, innovative, and assertive - generates new ideas, executes them, and stands by them.
· Quick learner, adapts to, and works within unfamiliar areas of business.
· Excellent organizational, communication and negotiation skills.
· Excellent computer (hardware/software) and IT skills.
· Formulation and Implementation of office systems.
· Helpful, personable, positive attitude.
· Time and work load management.
· Ability to work independently.
· Responsible, target oriented.

· Startup mentality.
Professional Experience

International Catholic Migration Commission, Mansehra (Pakistan)

Oct 2006 – Feb 2008
Administration and HR Officer
· Maintained easy & smooth flow of operations at ICMC Field office based at Mansehra

· Maintained Office, Guest house & warehouse through delegated subordinates

· Maintained LAN and IT support with a minimal external support.

· Maintained all office computers & electronic equipments.

· Supported finance department in weekly, monthly and yearly budgeting.
· Designed and updated comprehensive leave and employee record database

· Maintained coordination with country office based at Islamabad 

· Organized different training sessions and seminars for Program Staff Grooming.

· Involved in development & implementation of all HR & Admin policies and procedures in consultation with HQ in Geneva.
· Recruitment of staff in an appropriate and timely manner

· Staff briefing and orientation regarding all of the operational areas.  

· Liaise with management on performance, organizational, and leadership matters.

· Conducted regular needs assessments to determine measures required to enhance employee job performance and overall organization’s performance 

· Supervised warehouse inventory movement. Controlled inventory, its utilization and disposal.

· Primarily responsible for the pre-qualification of vendors through a procurement committee.

· Participated in the timely planning and acquisition of supplies. Ensured administrative support in its delivery, monitoring, control and inventory.

· Supervised maintenance and movement of vehicle fleet in the earthquake hit areas, fueling and log books’ maintenance and overtime calculation.
Urban Developers – Chartered Town Planners (Pakistan)
July 2004 – Oct 2006
Manager Administration
· Managed and supervised smooth daily functioning of Project Head Office in Islamabad including guest house.

· Supervision of Construction Site office located at Rawat,
· Supervised accounts and finance department.

· Supervised logistics and warehousing staff.

· Provided appropriate solution to the client’s problems.

· Made travel and accommodation arrangements for higher management personals.

· Managed and coordinated HR policies and issues with head office in Lahore.

· Supervised security and safety of company’s assets including office building, vehicles.
· Maintained liaison with Government departments and other regulatory authorities like RDA, CDA and banks.
Pakistan Islamia Higher Secondary School Ajman (UAE)
Sep 1999 – May 2004
Office Administrator
· Assisted the Managing Director in all phases of management.

· Directed and coordinated activities of school through delegated subordinates.

· Made necessary on-spot solutions to the parent’s problems.

· Database management for the Ministry of Education Dubai and for the organization itself.

· Prepared periodical financial statements and narrative reports.

· Maintained all office equipments including computers, photocopier & fax machines etc.

· Controlled and maintained school vehicle fleet including registration, regular maintenance, log book entries & fueling.

· Supervised maintenance & repair of school building & furniture regularly.

· Actively involved in all general administrative functions.

· Selected the most appropriated maintenance management system at reasonable cost for management operations.
Leopards Courier & Cargo Service, Mansehra (Pakistan)
July 1994 – July 1997
Business Development Executive
· Conducted regular survey of private and public business entities including banks, government offices and other 

business enterprises to find out their needs and priorities for courier and postal services. 

· Planned and developed a quick mail delivery system by dividing the area into geographical divisions. 
· Supervised couriers and handled customer complaints.
Education

Masters in Business Administration (MBA)
2000 – 2002
International College of Law & Business Administration (Affiliated with AIU Florida US) 

Ajman, UAE
Major: Administration & Management
Bachelors in Commerce (B.Com)
1997 – 1998
University of Peshawar
Peshawar, Pakistan

Major: Accounting, Economics
Functional Training
Advance Institute of Management Dubai. U.A.E
February 2000
· Developing confidence

· Managing people

· Managing time and stress level. 

· Sharpening the memory

· Setting and achieving short and long term objectives
Computer Training
Al-Minhaj Computers Sharjah. (U.A.E) 
Jan 2001 - March 2001

· Ms-Office Suite 2000 (Word, Excel, Power Point, Access)
· HTML Hardware / software  trouble shooting 
· Operating systems: Windows 98,  XP
· Internet, E-mail, 
Prime Minister’s Computer Literacy Center, Manserha (Pakistan)
Aug 1996 - Oct 1996
· Operating Systems,
· Spread Sheet/MS Excel, 
· Professional Word Processing 
· Designing Computer Based Presentation
Additional Computer Skills
· Well experienced in data entry / Management & supervision up to the generation of reports. 
· Excellent understanding of working in Windows 98, XP, NT, (ISA)Server environment etc

· Maintenance of general office computer equipments / IT Support

· Skilled in configuration and management of office LAN system
· Skillful in Hardware / Software installation and trouble shooting.
· Well versed in Microsoft Office applications.
· Typing speed 50+ wpm.
Awards
Professional

Awarded a certificate of merit by the Managing Director of the Pakistan Islamia Higher Secondary School Ajman (UAE) for being the best worker of the year 1999-2000.

Academic

Awarded a certificate of merit for obtaining 1st position in college & overall 10th position in the University in B.Com annual exams conducted by the Peshawar University in 1998.

Hobbies/Interests

- Net surfing, Reading and exploring about computer technologies
- Snooker, videogames
Personal Profile
Nationality 

Pakistani

Marital Status

Married

Languages

English, Urdu, Hindi, Punjabi

License

Valid UAE driving license

Visa Status
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