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PROFESSIONAL PROFILE:
Over 5 years of extensive experience in Administration, Human Resource Management, Project Management, Finance, Monitoring & Evaluation, Inventory Management, Procurement, Communication and Media Management through innovative use of technology. Results-driven achiever and effective team leader with exceptional interpersonal skills.
CORE COMPETENCIES
· Outstanding command over verbal and non-verbal communicative, interpersonal and negotiation skills. 
· Highly flexible and adaptable performer; adept at multi-tasking and thriving in a fast-paced environment while coordinating numerous time-sensitive projects. 
· Strong organizational, managerial, analytic, creative and problem solving skills 
· Confidently able to work independently or in a team and ensure compliance to guidelines 
· Flair to organize & prioritize tasks to meet deadlines. 
PROFESSIONAL WORK EXPERIENCE:
Organization:
Your Engineering Solutions (YES) Private Limited
Tenure:
January 2014 to December 2015
Designations:
Manager Admin and HR
Responsibilities:
Worked as Manager Admin and HR in YES having following responsibilities:
· Managing the provision of high quality and sustainable administrative support. 
· Procurement and maintenance of office supplies/equipment/furniture/fixtures/stationary. 
· Ensure general office maintenance like, housekeeping, pest control, hygiene, electrical and mechanical, sanitary and plumbing, space management, minor repairs (Carpentry, masonry, furniture, painting etc.) and peon/support staff management. 
· Dealing with vendors/service providers like suppliers, courier, etc. and taking care of legal cases and their proper follow-up. 
· Ensure timely renewal of trade License, registrations and professional tax etc. 
· Maintaining organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; disciplining employees; planning, monitoring, and appraising job results; conducting and analyzing exit interviews; designing & conducting project specific evaluations and impact assessments. 
· Developing and maintaining inventory records. 
· Formulation, recommendation and application of internal office management systems and policies, continuous evaluation of organization and provision of services to ensure best utilization of human and material resources. 
· Additional Responsibilities of Monitoring & Evaluation for the project Drivers of Change funded by USAID through SGAFP-NRSP (From June 2014 till February 2015). During the project he performed the following duties: 
· Performing Monitoring and Evaluation of project activities 
· Communicating with internal and external stakeholders. 
· Representing YES and Drivers of Change at various platforms such as documentary and Morning TV Show 
Organization:
Your Engineering Solutions (YES) Private Limited
Tenure:
October 2012 to December 2013
Designations:
Project Coordinator
Responsibilities:
Worked as Project Coordinator in USAID Citizens’ Voice Project (Design & Implementation of public IEC for mutually beneficial sustainable linkage between citizen & legislators of AJK Assembly) having following responsibilities:
· Ensure all project activities are conducted in compliance with project contract & USAID regulations and completed efficiently & effectively. 
· Communicate with internal and external stakeholders. 
· Prepare project reports, assessment of survey, creating work schedules, monitoring team and monitoring all financials. 
· Planning and coordination events in the project i.e. Opening Ceremony, Seminars, Trainings, Open Meeting/ Kutchehries etc. 
· Managing the YES Mirpur office administration; developing and maintaining inventory records. 
· Coordinating in the development of project website 
· Other activities assigned by head office other than the CVP Project. 
Organization:
Your Engineering Solutions (YES) Private Limited
Tenure:
May 2012 to September 2012
Designations:
Manager Operations
Responsibilities:
Worked as Operations Manager at Your Engineering Solutions (YES) Private Limited having following responsibilities:
· Monitoring and Evaluation of ongoing activities regarding various projects by designing and conducting project specific evaluations and impact assessments. 
· Monitoring and implementation of operational and financial systems and procedures 
· Managing and modifying projects database 
· Assisting the Operations Director in drafting and implementing operational policies & procedures and annual budget. 
· Formulation, recommendation and application of internal office management systems and policies, continuous evaluation of organization and provision of services to ensure best utilization of human and material resources 
· Responsible for inventory management, supplies management, facilities management media management, procurement and logistics/ supply chain management - setting up systems for tracking of assets & supplies, maintaining & updating records, distribution of supplies & goods, reporting of assets to YES 
Promoted to Project Coordinator for a USAID funded project to manage two districts of AJK & company branch office within 4 months after joining the company.
Organization:
MHI Enterprises
Tenure:
September 2009 to April 2012
Designations:
Operations Manager
Responsibilities:
Worked as Manager Operations at MHI Enterprises having following responsibilities:
· Designing, planning and implementation of all the projects of the company and their finances 
· Worked closely with senior management and clients to create customized proposals, clarify goals and reach agreement maintaining the interests of all parties. 
· Developing and maintaining payroll and inventory. 
· Managing media, procurement and logistics/ supply chain. 
· Monitoring team performance and taking corrective actions where required 
· Assisted in establishing operations & policy procedures and developed templates and forms 
· Initiated marketing strategies and coordinate actions to influence the market 
ACADEMIC EDUCATION:
	
	GPA
	EXAMINING BODY:
	YEAR

	
	Master’s in Business Administration  3.2/4
	University of Engineering & Technology
	2011

	
	Bachelor’s in Business Administration 3.3/4
	National University of Modern Languages
	2010


TRAININGS & WORKSHOPS:
On Job Trainings
Year 2014
· Undertook training on “Financial Management”, “Human Resource Management” and “Procurement Management” for Middle Managers being organized by Anjum Asim Shahid Rahman Chartered Accountants (AASR - Grant Thornton Pakistan) and funded by USAID. 
· Undertook training on "Strengthening Citizens' Voice and Accountability" conducted by The Asia Foundation funded by USAID. 
Webinars
Year 2014
Undertook following webinars organized by ASP-AiD (Assessment and Strengthening Program-ASP and Associates in Development Private limited-AiD) funded by the United States Agency for International Development (USAID)
· Processing of Payments 
· At Source Deductions 
· Open Competitive Bidding 
· Making Governing Bodies More Effective 
· How to Register an NGO 
VOLUNTEER WORK
· Conference: Assisted in the preparation for the Regional Conference on “Climate Change: Challenges and opportunities for South Asia” Jointly organized by IUCN (International Union for Conservation of nature) and Ministry of Environment 
Pakistan  

IUCN (International Union for Conservation of Nature)
[Mar-Aug, 2009]
Worked as an internee having following responsibilities:
· Assisted During the audit of Mountain Areas Conservancy Project (MACP) funded by UNDP 
· Preparing reconciliation statements 
· Maintaining cheque register and accounts register 
· Preparation of monthly JV’s and filling financial documents 
TECHNICAL WRITING
· Written & presented a research article on “Impact of training on performance of employees in multinational telecom solution providers in Pakistan”, in the “Fifth International Conference on Statistical Sciences” Jointly organized by National College of Business Administration and Economics & Islamic Countries Society of Statistical Sciences 
· Written & presented a business plan in a business plan competition by the name of KAVISH in Synergies 2009 held at LUMS 
Lahore 
LEADERSHIP EXPERIENCE (DURING GRADUATION)

Seminar: Organized Seminar on “Motivational Dimension of Leadership” by
Mr Shoaib bin Naeem (Associate Professor
Islamic International University) in APCOMS
· Training Session: Organized a training session on “Self Development Skills” by Dr Hammid Raffique Khattak (Dean Management Sciences APCOMS) 
· Funfair: Organized a funfair in APCOMS. 
· Small Business Management: Established a small business environment of a food stall inside APCOMS for one semester as per our project. It showed a complete activity of investing minimum capital and generating maximum profit. 
EXTRA CURRICULAR ACTIVITIES/ INTERESTS AND HOBBIES:
Vice president:
“Event Organizing Committee” in university
Certificate:
Received a certificate of appreciation for outstanding performance in Presentation of Introduction to
Psychology
Hobbies:
Travelling, Teaching Business Students (BBA-MBA), Reading Literature and Playing Basketball.
Winner  “All Pakistan Inter-zone Basketball Competition”
Runner-up  “FBISE Basketball Competition”
