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OBJECTIVE
Secure a Management position where I can effectively utilize my expertise as Administration Executive / Office Coordinator / Inspection Coordinator with a well-established organization offering opportunities for growth and to maximize my skills.

PROFILE

· Hold a Bachelor Degree in Bachelor of Commerce (BCOM)
· Certified in Quality Assurance and Quality Control

· Pursuing CMA (Certified Management Accountant) 
· Highly proficient in MS Office Applications.

· Have excellent communication & interpersonal skills.

· Adherence to deadlines without sacrificing quality of output.

· Systematic and methodical approach to work.

· Impeccable style of correspondence and effective presentation.

· Ability to work under minimal supervision and report to top management.

· Prioritization of work and perfect time management.

· Expert in interdepartmental liaison and coordination.

· Faultless maintenance of reminders and follow-up systems

· Excellent leadership qualities & can handle multiple tasks.

· Expert in handling people of diverse nationalities, and renowned for being an excellent team player. 
JOB PROFILE

Company:
SGS (GIS – Government and Institution Services) Jebel Ali, UAE

Period:

01 May 2012 – 26 Jan 2014

Position:
Inspection Co-ordinator.
Company:
SGS IRAN DESK Jebel Ali, UAE

Period:

24 Dec 2010 – 30 April 2012 

Position:
Inspection Co-ordinator. 

Company:
ARY Digital Network, Karachi, Pakistan 
Period:

01 Dec 2009 – 20 Dec 2010
Position:
Transmission Officer
Company:
SSGC (Sui Southern Gas Company), Karachi, Pakistan.  

Period:

01 Dec 2007 – 25 Nov 2009

Position:
Office Coordinator cum Administrator
_________________________________________________________________________________________________________
Major Responsibilities of Inspection Co-ordinator: 
· Sourcing and negotiating with inspectors

· Liaising with clients/vendors and attend meetings with clients as required

· Scheduling inspectors' visits and tracking ongoing requirements

· Processing work orders and associated documentation to inspectors

· Setting up initial jobs on system (Trade works), which is SGS customized inspection software program

· Receiving and reviewing all reports; reviewing and comparing all timesheets to their corresponding reports, invoices, etc.

· Maintaining up-to-date job data entered in Trade works, where applicable

· Assisting with the compilation of data packages as required

· Assisting in administering policies to support company growth as it relates to the Inspection Services Department

· Provide general office support as required for the efficient functioning of a team-oriented office environment

· Additional duties as required by the Inspection Services Department or assigned by the Head of GIS (Government Institution services) Operations.

· Undertake general office administration duties associated with the setup, development and expansion of the office

Major Responsibilities as Office Coordinator cum Administrator
· Handle inquires generated by the response of advertising and prequalifying prospects.

· Channel feedback related to sales promotions.

· Maintain the Human relationship with the customers, answer their questions, and register their complaints and opinions.

· Manage the clients order processing needs.


· Follow – up the Mail, Fax or Email campaigns to boost leads.
· Prospect and develop database profile.
· Booking rooms and conference facilities.
· Using content management systems to maintain and update websites and internal databases.
· Attending meetings, taking minutes and keeping notes.
· Managing and maintaining budgets, as well as invoicing.
· Liaising with staff in other departments and with external contacts.
· Ordering and maintaining stationery and equipment.
· Sorting and distributing incoming post and organizing and sending outgoing post.
· Liaising with colleagues and external contacts to book travel and accommodation.
· Organizing and storing paperwork, documents and computer-based information

· Booking rooms and conference facilities.
· Using content management systems to maintain and update websites and internal databases.
· Attending meetings, taking minutes and keeping notes.
· Managing and maintaining budgets, as well as invoicing.
· Liaising with staff in other departments and with external contacts.
· Ordering and maintaining stationery and equipment.
· Sorting and distributing incoming post and organizing and sending outgoing post.
· Liaising with colleagues and external contacts to book travel and accommodation.
· Organizing and storing paperwork, documents and computer-based information.
Major Responsibilities as Transmission Officer 
· Handling advertisement in print media.

· Keeping track of all records.

· Filling and maintaining documents and files.

· Manage all the duties efficiently including office communication.
· Assisting to organize company events.

· Handing payments and leaguer, maintaining daily transactions.
EDUCATIONAL PROFILE

· Bachelor of Commerce (BCOM), Karachi University, Karachi, Pakistan. 2014
· Pursuing CMA (Certified Management Accountant), Zabeel Institute , Dubai – UAE
Professional Trainings or Certifications

· Import Verification Program (IVP) SGS, Dubai
· Basic Food Hygienic Training, SGS, Dubai
· Quality Control & Assurance, Technoman, Karachi, Pakistan
SKILLS AND TRANING

· Import Verification Program (IVP), SGS, Dubai
· Inspection Procedures, SGS, Dubai
· ISO 17020 & ISO 9001 Quality Awareness Training, SGS, Dubai 

· Quality & Consistency in SharePoint, SGS, Dubai
· Quality Control & Assurance,
· Inspector’s Technical Training & Profiler Risk Alert, SGS, Dubai
· Counterfeit Identification Training, SGS, Dubai
· Inspector’s Sampling Methods Training, SGS, Dubai
· Computer Hardware Assembling.

· MS Office Applications.

· Software Installation & Trouble Shooting.

· SQL Server.

· Data Management.

· V.B 6.0.

PERSONAL PROFILE

Date of Birth:

05th Dec 1987

Marital Status:

Single

Linguistic Abilities:
English, Urdu, Hindi
Nationality:

Pakistan

