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	Dedicated and results-driven Administration Specialist with extensive experience in diverse administrative and operational roles within international development organizations. Proven expertise in implementing inclusive policies, managing logistics, and facilitating efficient office operations. Skilled in coordinating travel, events, and inventory management while ensuring compliance with organizational standards. Adept at processing insurance claims and providing finance support, demonstrating a strong commitment to enhancing workplace diversity, equity, and inclusion. With a Master's in Management Sciences and ongoing professional development in Project Management, I am passionate about contributing to organizational success through effective administration and support.


Experience
	September 2024 – Till Now
Administration Specialist Deutsche Gesellschaft fur Internationale Zusammenarbeit (GIZ-EHS)

Inclusive Policies & DEI: Ensure implementation of inclusive policies and procedures to eliminate systematic biases and promote diversity, equity, and inclusion in the workplace.
Insurance & Knowledge Management: Process accident insurance claims with local and German insurers in coordination with the Country Office, and contribute to organizational knowledge management.
Administration: Prepare and organize internal meetings, liaise with Country Office teams (RMO, Admin, IT), and manage efficient office operations. Oversee communication equipment, implement security measures, maintain a clean working environment, and manage high-value asset inventories using WINPACCS software.
Facilities Management: Manage facility needs for international staff residences, coordinate entry for vendors/suppliers, and process consultant and employee visas.
Inventory & Logistics: Conduct annual inventory checks, maintain consumables stock, and track assets and low-value items.
Logistics & Event Management: Oversee travel and event logistics, including workshops, trainings, and stakeholder meetings. Manage vehicle allocation, registration, logbooks, and compile monthly data. Handle official visits, ensuring all travel, accommodations, and transport arrangements are completed seamlessly.
Finance Support: Act as the deputy for the Finance Specialist, ensuring continuity in her absence.


December 2022 – September 2024
Junior Administration Specialist Deutsche Gesellschaft fur Internationale Zusammenarbeit (GIZ-EHS)

Logistics & Event Management: Provide comprehensive support for logistics and event management within EHS, including organizing workshops, trainings, and stakeholder meetings for efficient participation and engagement.
Vehicle Coordination: Oversee repair and maintenance of official vehicles, coordinate monthly data compilation, and ensure logbooks are consistently maintained for accuracy.
Country Office Coordination: Liaise with relevant sections within the GIZ Country Office, facilitating smooth operations across departments.
Problem-Solving & Solution Development: Assist in identifying operational issues and support the formulation of practical, implementation-oriented solutions.
Communication Equipment & Vendor Management: Serve as the main point of contact for communication equipment, coordinating with service providers to ensure reliable operation and availability.
Asset & Inventory Management: Maintain accurate records of high-value assets using Onsite Asset software, conduct annual physical inventory verifications, and ensure proper tagging in alignment with P+R requirements.
Visa Processing & Travel Management: Assist in timely processing of visas for consultants and employees through the Country Office, and support travel logistics for national and international staff.


June 2021- 30 November 2022
admin Assistant, Deutsche Gesellschaft fur Internationale Zusammenarbeit (GIZ-CO)

Administrative Support: Provide essential support to the administration section, overseeing office supplies, telephone reception, and maintaining an efficient filing system for correspondence, contacts, and addresses.
Courier and Mail Management: Manage TCS services, including handling courier and mail processing, tax deduction certificates, and invoice registrations.
Vendor Coordination: Act as the focal point for Jazz and Biotech/DAHA, managing invoices, tax adjustments, cost sharing, and assisting with telecom and antigen testing needs across projects.
Pak-Afghan Taskforce Support: Coordinate accommodations, border and embassy arrangements, immigration interviews, flights, and transportation for taskforce members.
Event and Facility Management: Oversee hotel bookings and tender processes for project-related requirements, including antigen testing.
SBC & Security Focal Person: Serve as the SBC and Security focal point, ensuring a secure work environment and assisting with relevant protocols.
Satellite Phone Management: Handle procurement, balance top-ups, and registration for Thuraya satellite phones, ensuring reliable communication for remote and emergency scenarios.


march 2020 – May 2021 
Admin & Finance Officer, inTime Oilfield Consultants, islamabad
Purchasing stock at competitive rates from vendors, billing vendors and ensuring quality.
Responsible for Receipts for IOC Projects.
Management of Inventories, Cash-in-Hand, Advances, Receivables & Payables.
Handle cash and payments on daily basis as per delegation and regulations 
Prepare cash vouchers on daily basis
Pay role management.
Supervising support staff for office cleaning and maintenance.
Office management.
Worked to improve overall office productivity.

	spetember 2019 – march 2020
Admin & Finance Assistant, Deal&Deals, Islamabad 
Supervising support staff for office cleaning and maintenance.
Keeping Track of Inventory files.
Procurement for events. 
Compliance of rules and regulations as per the policy of the company.
Facility management. 
Worked to streamline the flow of interoffice communications.
Improvisation in computerized accounting, Internal Control Systems, Trainings to Accounts Staff.
Management of Inventories, Cash-in-Hand, Advances, Receivables & Payables.


April 2018 – july 2019
Business Administration & Finance Assistan, SAHAA ACADEMY SDN BHD, Malaysia
Assisting the manager in handling corporate accounts. 
Managing finances and procurement for corporate events.
Worked to streamline the flow of interoffice communications.
Worked to improve overall office productivity.
Assist in payroll preparation by providing relevant data (absences, leaves, etc).
Maintain all employee's record file.



Education
	

	(2016 - 2019) 
Bachelors, Business Administration and Management, GENERAL, CArdiff Metropolition University, UK.
2:1 (second upper)

(2020 - 2022) 
MASTER OF SCIENCE - MS, MANAGEMENT SCIENCES, SHAHEED ZULFIKAR ALI BHUTTO INSTITUTE OF SCIENCE AND TECHNOLOGY (SZABIST)
3.37 (Cgpa)

(May 2024 – September 2024) 
DIPLOMA – PROJECT MANAGEMENT, NATIONAL UNIVERSITY OF SCIENCE AND TECHNOLOGY (NUST)
3.37 (Cgpa)


Skills
	Project Management
Communication  
	Operations Management 
Budgeting 
Compliance  
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