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OBjectives

Seeking for position in a challenging environment where my professional experiences can be utilized to build up my career working with an organization that welcomes initiative dedication and demand excellence and also I am a strong believer in excellence and continues improvements.
Career Summary

· 8+ years of experience as a Corporate Planning & Coordination Officer with proven track record of successfully managed projects and meeting deadlines systematically.
· Providing full Administration support to a department of 500 employees by utilizing superior organizational and planning skills

· Responsible for implement work processes to develop efficiency, manage organized events and functions and deal with clients at all levels 

· Responsible to resolve problems by problem- solving and decision making tactics
Project Handle

· More than 3000 projects handled in this job tenure.

Achievements

· 2014 appreciation as a Corporate Planning & Coordination Officer on launching
Asia’s biggest game show JEETO PAKISTAN.

· 2014 appreciation as a Corporate Planning & Coordination Officer on ARY FILM AWARDS.
· 2014 Letter of appreciation as Corporate Planning & Coordination Officer on KHAWAJA GHARIB NAWAZ TRUST LIVE TRANSMISSION THAR.
· 2014 Letter of appreciation of Best Corporate Planning & Coordination Officer on RAMADAN TRANSMISSION.

· 2014 Letter of appreciation of Best Corporate Planning & Coordination Officer on
VEET SHOW.

· 2013 Letter of appreciation of Best Planning officer on RAMADAN TRANSMISSION.

· 2013 Letter of appreciation of Best Planning officer on VEET SHOW.

· 2013 Letter of appreciation of Best Planning officer on COMEDY KING DUBAI.

· 2012 Letter of appreciation of Best Planning officer on RAMADAN TRANSMISSION.

· 2011 Letter of appreciation of Best Planning officer on ARY ZAUQ WEDDING FESTIVAL.

· 2010 Letter of appreciation of Best Planning officer on GMP WEDDING WEEK.

· 2009 Letter of appreciation of Best Planning officer on GMP WEDDING WEEK.

· 2009 Letter of appreciation of Best Planning officer on RAMADAN TRANSMISSION.
· 2008 Letter of appreciation of Best Planning officer on LUNCH OF ARY ZAUQ. 
Professional experience

Corporate Planning & Coordination Officer | ARY Digital Networks
Feb. 2014 – Nov. 2014

Handled all word processing and typing. Entered data for reports, equipment’s, shoots, and inventory. Maintained computerized inventory of all parts, supplies, and products. Helped plan and organize channel shoots. Answered the telephone and represented the channel in a professional and businesslike manner.
Responsibilites

· Planning for launching of new projects, channels and programs.

· Coordinate with accounts department to check the all network programs budget.

· Make all programs in budget of directors and producers.

· Coordinate with the management for setting new goals and targets.

· Coordinate with set department for the placement of sets according to schedule

(new and ongoing projects)

· Coordinate with transport department for transportation arrangement

According to the schedule.

· Ensure the presence of requested and allocated equipment for the shoots.

· Providing technical support to program directors.

· Placing order & coordinating with vendors and suppliers.

· Organizing and distribution of resources for indoor and outdoor shoots.

· Hire outsource equipment for all network shoots, like generator, camera’s,

Audio, lights etc.

· Supervising monthly status of shoots and assignment received and completed.

· Making Inventory of equipment.

· Computer Trouble shooting.
Corporate Planning Officer | ARY Digital Networks
June 2006 – Jan. 2014

Production Coordinator | ARY Digital Networks
June 2005 – May 2006

Education

Intermediate Commerce

2009 from National College, Karachi, Pakistan.

1st Division

Computer Skills

Microsoft Office

· Ms. Word

· Ms. Excel

· Ms. Power Point

· Ms. Outlook
Software Knowledge

· Adobe Photoshop

· In Page

· Sony Vegas
experties

· Administration

· Client Follow up

· Vendor Dealing

· MS Office

· Shipment

· Tracking Management

· Document Scanning

· Urdu Typing

· Video Editing

· Inventory Reconciliation

· Data Entry

· Equipment Maintaining
Activites

· Playing Cricket

· Reading Software Books

· Searching links regarding current affairs.
Languages

· English

· Urdu
personal detail

· Age:                    28 years

· Status:                Married
· Nationality:         Pakistani
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