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	OBJECTIVE


Experienced and enthusiastic Administration with proven skills to undertake a wide range of functions to ensure the smooth running of an organization's administrative activities and optimum use of human capital. A natural leader who is adept at managing, motivating and developing successful and productive teams to ensure full delivery of company objectives. An effective communicator at all levels within an organization and able to use own initiative or being part of a motivated and productive team.  
	EXPERIENCE


Officer Administration
March 2011 to Jan 2013 At RUBATECH Manufacturing co.
&
March 2013 till date At Eagle Maritime Services Port Qasim 
as an Admin Officer.
· Recruited admin Officer  and clerical staff
· Performance appraisals of administrative staff
· Monitored staff activity for performance and efficiency
· Implemented new communication methods
· Assessed existing policies and procedures and improved them where necessary
· Training, planning and monitoring of existing program and staff
· Preparing and maintaining the company's salary structure, job documentation, and job evaluation systems; complete salary survey questionnaires
· Overlooked daily administration related activities and tasks
· Forecasted likely levels of demand for services and products to meet the business needs and kept a constant check on stock levels to maximize business efficiency
· Conducted research to ascertain the best products and suppliers in terms of best value, delivery schedules and quality
· Liaison between suppliers, manufacturers, relevant internal departments and customers;
· Identified potential suppliers, existing suppliers and built and maintained good relationships with them
· Negotiated and agreed contracts and monitored their progress
· Processed payments and invoices
· Kept contract files and used them as reference for the future
	EDUCATION


· MATRICULATION 
             

                

· INTERMEDIATE 


                

· BBA  (Bachelors in Business Administration)                                

	COMPUTER SKILLS



OPERATING SYSTEMS         
Windows 98, ME, 2k, Xp, Vista, Windows7,8, Dos, Windows server.
·  NETWORKING


Create or troubleshoot home or an office network.
·  HARDWARE 
Assembling, Disassembling, Device configuration, Windows installation & Troubleshooting.                                                     
· APPLICATION SOFTWARE'S   
Ms Word, Ms Excel, Ms Power point, Ms Publisher Ms Visio  Adobe   Photoshop (7.0,CS2,CS3,CS5), In page Urdu ,Corel draw, Windows Movie   maker Dreamweaver.
· INTERNET

    

Web Browsing, Email, Blogging , Social networking
	PERSONAL PROFILE


D.O.B



:
26-08-1987
Nationality          


:
Pakistani
Religion



:
Islam
Marital Status


:
Single
Visa.                                                        :               On visit Visa
3696
	REFERENCES



Will be furnished upon request.
