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Objective:
To utilize my skills, experience and knowledge by contributing to the growth of a dynamic organization.
Work History:
Operations & Communication Officer


Afridi United Goods Transportation and Logistics Company.
November 2014 – Present (4 months) Islamabad. Pakistan.

Key Responsibilities

· Provide operational/administrative support to the field office. 
· Electronically communicate and update the progress of orders and their fulfilment/ delivery to respective sites/stations.
· Manage local supply orders, transportation, warehousing and distribution.

· Preparing quotations, invoices, billing and financial management. 

· Maintaining good relations with the clients, working closely with them, handling their complaints, adding value by assisting them in daily operations and ultimately optimizing their SCM activities. 

· Work on standard operating procedures and key performance indicators by which the contracts are to be managed and continuously improve system.

· Official documentation and communication through emails, conference calls and meetings.

Program Coordinator/ Administrative Affairs

Agape Medical Services

2013 – October 2014 (1 year 9 months) Islamabad, Pakistan.

Key Responsibilities

· Provide quality administrative support to program managing director.

· Provide direction and support to the medical team to adhere all quality standards during the program implementation and manage the field team as to adherence of program activities.

· Write progress reports (summary and narrative) of the projects.

· Prepare and review budgets of the project on monthly and quarterly basis in consultation with head office.

· Collecting necessary baseline information about the area or locality.

· Liaison with partner organizations and institutions facilitating in the project area.

· Maintain and update all record at office level.

· Mobilize and build capacity of the target community.
Intern

Askari Bank Ltd
2010 –July-2010 August, Islamabad, Pakistan.

Deposits, Credits, Accounts, Remittances, Foreign Currency, Lockers and OBC/clearing, ATM Desk. 
Education:

	Sept. 2007 – Nov. 2011
	BSc (Hons), Business Studies, Specialization: Operations Management

Forman Christian College (A Chartered University), Lahore, Pakistan. 



	Sept. 2005 – June 2007
	Intermediate in Commerce, June 2007. (I.com)

Punjab College of Commerce, Rawalpindi.



	July 2005
	Matriculation (Science Group)

Station School No.2, Rawalpindi.




Computer Skills:
· Operating Systems: Windows 1998/2000 Millennium, Windows XP/Vista Windows 7

· Documentation: MS Word, MS Excel, MS Power point

· Database: MS Access

Personal Details:
· Date of Birth: 30/08/1987

· Nationality: Pakistani

References:

Available on request
