
 Muhammad Ramzan Rafique
Administrative Professional
Rawalpindi, Pakistan

(+92) 344-0556-207    ●   ramzanrafique344@gmail.com   


Experienced Administrative Professional with 6+ years of success in managing office operations, supporting teams, and improving efficiency. Highly organized, detail-oriented, and skilled in multitasking, communication, and problem-solving in fast-paced environments.

WORK EXPERIENCE


Admin Officer (Jan 2018 – Feb 2019)                                                                                                                           
The Concept School - Islamabad, Pakistan

· Managing daily operations while handling official correspondence and communications
· Maintain and organize physical and digital filing systems for records and documents.
· Maintaining supplies, procurement and inventory
· Preparations of administrative documentations, reports and presentations
· Supporting HR in regular functions like attendance, leave management and onboarding
· Getting in touch with vendors, service providers, and external stakeholders for office needs.
· Assist in budget preparation and expense monitoring related to office operations.

Admin Officer (June 2019 – Oct 2019)                                                                                                                             
City Cambridge School - Rawalpindi, Pakistan

· Manage day to day operations
· Handle correspondence, emails, memos, and official communications.
· Maintain and organize physical and digital filing systems for records and documents.
· Monitor office supplies and ensure timely procurement and inventory control.
· Prepare reports, presentations, and administrative documentation as required.
· Support HR functions like attendance tracking, leave management, and onboarding.
· Liaise with vendors, service providers, and external stakeholders for office needs.
· Assist in budget preparation and expense monitoring related to office operations.

Medical Billing Executive (Nov 2020 – May 2023)                                                                                                                          
Sequel Technologies - Islamabad, Pakistan

· Entered and submitted medical claims through EHR software, ensuring accuracy and timely processing.  
· Handled patient admissions and maintained up-to-date records within the EHR Software.
· Posted medical charges and verified service codes (CPT/ICD) for proper billing and reimbursement.
· Reviewed daily work completed by the billing team and ensured compliance with company standards.
· Generated end-of-day reports summarizing billing activities and team performance.







Manager Admin (May 2023 - Sep 2023)                                                                                                                         
Pro Heavens Travel & Tours - Islamabad, Pakistan

· Supervised daily administrative operations, ensuring smooth functioning across departments.
· Managed office logistics, vendor coordination, and facility maintenance to support business activities.
· Handled staff attendance, leave records, and supported HR functions like recruitment and onboarding.
· Oversaw procurement of office supplies, travel essentials, and managed inventory efficiently.
· Prepared reports on administrative performance, budget utilization, and operational efficiency.

Assistant Manager Admin (Sep 2023 – Nov 2024)                                                                                                                           
One Eleven Group - Islamabad, Pakistan

· Assisted in overseeing daily administrative operations to ensure smooth workflow across departments.
· Supported the Admin Manager in implementing office policies, procedures, and process improvements.
· Managed procurement of office supplies, equipment, and coordinated with external vendors.
· Supervised maintenance of office facilities, ensuring a clean, safe, and efficient work environment.
· Monitored staff attendance, leave records, and assisted with basic HR administrative tasks.
· Maintained and organized records, files, and documentation for audits and internal use.
· Handled petty cash, budget tracking, and assisted in expense management.
· Responded to internal queries and ensured timely resolution of administrative issues.

Admin Officer (Nov 2024 – Feb 2025)                                                                                                                           
Global Pharmaceuticals - Islamabad, Pakistan

· Maintained and updated staff leave records, ensuring accurate attendance tracking and reporting.
· Handled complete vehicle fueling process, including logs, vendor coordination, and usage monitoring.
· Assisted the HR department in hiring and onboarding processes, including documentation and orientation.
· Managed and scheduled duties for security guards to maintain workplace safety and discipline.
· Supervised routine maintenance tasks for office equipment, furniture, and infrastructure.
· Provided administrative support to all departments, ensuring timely procurement of required items.
· Ensured smooth daily operations by promptly addressing and resolving administrative issues.

Accounts Executive (Internship) (Feb 2025 – April 2025)                                                                                                                           
AMT Electric Pvt Ltd - Islamabad, Pakistan

· Managed day-to-day accounting operations including journal entries, ledger maintenance, and reconciliations.
· Handled accounts payable and receivable processes, ensuring timely invoicing and payments.
· Prepared financial reports, cash flow statements, and monthly expense summaries.
· Maintained accurate records of all financial transactions in ODOO.
· Coordinated with vendors and clients regarding billing issues and payment follow-ups.
· Assisted in payroll processing and maintained salary and deduction records.
· Processed bank transactions, performed reconciliations, and monitored account balances.
· Provided administrative support to the finance department as needed.

SKILLS

· Microsoft Office
· WordPress
· Figma
· Adobe Photoshop
· Adobe Premier Pro



EDUCATION

Bs Computer Sciences 
Virtual University – Rawalpindi, Pakistan

DAE (Electronics) 
Swedish Institute of Technology – Rawalpindi, Pakistan

Matric (Science) 
FBISE – Rawalpindi, Pakistan


INTRESTS
· Bike Riding
· Cars
· Traveling
· Explore New Places

CERTIFICATIONS
· Chinese Language Course
· Graphic Designing 
· WordPress

LANGUAGES
· English
· Urdu 
· Punjabi
· Chinese




