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MAZHAR 

ADMINISTRATIVE COORDINATOR
VISA Status
Visit VISA
	CAREER OBJECTIVE


To achieve optimum level of proficiency in field of administration coordination and Management with a progressive organization which would make me professionally sound to achieve my long-term career objectives.

	PROFESSIONAL EXPERIENCES


Dynamic professional with over twelve years of experience in general office administration.                         

Demonstrated ability to develop and implement policies and procedures that direct and support the provision of services. Well versed in managing day-to-day administrative work.

	Data Compilation
	Appointments Scheduling
	Correspondence Preparation

	Calendars Management
	Answering Phones
	Greeting Visitors

	Travel Arrangements
	Data Entry
	MS Office Suite

	Event Planning
	Confidentiality Maintenance
	Prioritizing Workloads


Project Administrator
Hands International



July 2001 - March 2014

Safe Water Scheme
General Orphan Children Sponsorship Scheme

Elderly, Family and Needy Students Sponsorship Schemes

Non-Muslim Hands Students Sponsorship

Duties & Responsibilities:

· Compiling all Data Records on a Customized Office Management Solution by the name “Smart Solutions”.

· Getting Feedbackand collecting data related to Student results and attendance records of 5 different Private Schools.
· Grading Student Results and sending results to Islamabad and later to UK Office Online.
· Taking Photographs of all students Annually.
· Distributing Scholarship Cheques to Students Monthly & Quarterly and Keeping record of all Disbursements.

· Verification of Deserving People for different Relief Work Programs.

· Preparing Feasibility Reports relating to Site Situation for Different Relief Works.

· Inspection of Project Completion and Reporting for any Variations.

· Responding to emails and queries from Project in charge, Directors, Country Head and UK Office.
	ACADEMIC CAREER


· Master in Islamic Studies

2014

University of the Punjab - Lahore
· Graduation 


2005

University of the Punjab – Lahore

	COMPUTER PROFICIENCIES


· MS Word

· MS Excel

· MS PowerPoint

· MS Outlook

	PROFESSIONAL ATTRIBUTES


· Highly motivated, self-starting team player who thrives challenges

· Able to prioritize and handle multiple tasks and projects simultaneously.

· Fast learner with a keen interest in expanding my current skill set with new technologies. 
	LANGUAGE SKILL


· English
Good

· Urdu/Hindi
Excellent

	PERSONAL INFORMATION


· Nationality:
Pakistani

· Date of Birth:
05th April 1973

· Marital Status:
Married
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