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Tahir Alam
Cell: 0300-8555867        e-mail: alam.t61@gmail.com

Present Address     -  52/1 A, Lane 7, Tulsa Road Lalazar Rawalpindi.


OBJECTIVE
I am confident that my capabilities would prove worthwhile for any organization I serve. Having an exposure and experience of managing, tackling and synchronizing any Administrative, HR  or Security  assignment, I accept all the challenges cheerfully.

ABOUT ME 
A decisive and proactive professional, with experience in Administration, HR and Security, project co-ordination, team building and operational streamlining. Flexible, thorough and approachable with exceptional strategic planning, negotiation and training skills. Possess ability to recognize both opportunity and inefficiency. Capable of communicating a clear vision and lead complex dynamic project through to successful completion. Recognize and utilize individual strengths to achieve team goals. 

ORGANIZATIONS SERVED/ CURRENTLY SERVING
Deputy Registrar							                       April 2023 to Present
Dadabhoy Institute of Higher Education (Karachi)
Reporting to Registrar for the following assignments;
-Looking after administration, HR, security and student affairs
-To process all the recruitment cases for Academic and non-Academic staff.
-To prepare business letters /office notifications / Appointment Letters etc.
-To call and arrange meetings, prepare agenda & working paper, draft minutes of the meetings and circulate approved minutes to the participants / members. 
- To process documentation as per HEC rules and regulations.

Manager Administration							October 2012 to March 2023
HPS- Habib Education Trust (Karachi)
Reporting to Chief Manager Administration for the following assignments;
-Ensure neat and clean environment for the students and the staff at all times.
-Ensure timely logistical support for all school events / functions. 
-Co-ordinate arrangements of All-Pakistan debates/declamation contests. 
-Allocate, monitor and supervise the duties of the Maintenance team.
-Arrange timely repairs and maintenance of the official property.
-Control and supervise the administrative assignments to be carried out in the premises.   
-Arrange timely and adequate availability of utilities.
-Ensure proper procedures for updating store inventory.
-Ensure smooth procedure for payment to vendors on time.
-Arrange routine purchases to meet routine contingency demands. 
-Ensure operational fitness of all electrical / mechanical equipment.  
-Liaison with civil agencies, local Police and civil administration authorities.
-Update management on performance related matter of the supporting team.



Manager HR/Admin & Security			    			  May 2012 to October 2012 
SPLASH MARKETING SERVICES                                             
Reporting to CEO for the following assignments at regional office;
-Human resource planning and availability to meet all project related requirements of the Company.
-Proper management and implementation of employee benefits and records.
-Acquisition and Built out of official premises. 
-Security management of projects and office premises.
-Coordination with clients and agencies to accomplish the Project on time.

Manager Administration				         				August 00 to May 2012
MOBILINK ( Karachi / Islamabad)
Supervising the overall operational activities of the Head Office and Northern region of the Company, mainly covering the following functions;
-Site acquisitioning and repair / maintenance, built out of the office premises and CS centers.
-Effective Cost Optimization Plans for the Company
-Preparation and implementation of Policy procedures.
-House keeping / janitorial services management at all locations.
-Administrative operations of Call Centre / Data Centre.
-Handling of air travel/hotel booking desk.  
-Airport handling and Protocol duties for the Company guests.
-Procurement, inventory control and issuance of stationary / kitchen and janitorial supplies.
-Arrangement of off-line activities for company staff.
-Co-ordination with Pak Telecom, Electricity and other utility agencies for operational requirements.
-Handling the dedicated and pool transport fleet of the company.

Assistant Manager HR 					    			April 96 to August 00
SUPERNET (Karachi / Islamabad)	                                             
-Reporting to Manager HR, was responsible for the following assignments at Corporate office;
-Planning of human resource availability to meet present and future requirements of the Company.
-Ensuring proper management and implementation of employee benefits and records.
-Investigating and resolving issues related to fresh appointment, retirement and inter-departmental transfer 
 with recommendations of concerned HOD for necessary changes in organizational structure.

Administration Officer Property / Security       					August 94 to February 96
MOBILINK (Karachi)
-Responsible for acquisition of cell sites properties for the Company and to arrange maintenance of Company owned work facility. 
-Handling security staff and related access issues on site.
-Timely action on utility bill payments for cell sites and office premises. 

Administration Officer                                            					July 90 to February 94
PAKTEL (Islamabad)
Responsible for all the administrative personnel related functions of the Company’s Northern Region.


Administrative Assistant                                                 				July 87 to June 89
LITERACY AND MASS EDUCATION COMMISSION (Islamabad)
Responsible for general administrative duties and establishment matters which includes reporting to the Director Establishment in management of annual performance of staff at all LAMEC locations. 

Administrator                                                        					November 83 to June 86
FAIZABAD HOSPITAL ( Rawalpindi)
Responsible for overall purchases and administrative assignments. Also looked after the welfare of the Clients.


EDUCATIONAL QUALIFICATION	
MBA		-Human Resource 	Newports Institute of 		-Apr  2012		GPA 2.60
Communications and Economics.
Graduation	-Eco / Stats / Persian	Punjab University		-Aug 1983		328 / 700.
Intermediate 	-Eco / Stats / Maths	Federal Board			-Sept 1979		481 / 1000.
Matric		-Pre Engg		Sargodha Board		-Sept 1977		590 / 900.


PROFESSIONAL COURSES		
	Quality Management System
	P.I.Q.C
	2001

	Improving Efficiency
	 
	2004

	Stress Management
	T.I.M.S
	2004

	Team Building
	NAVITUS
	2004

	Process Management
	ARK
	2005

	Moving from an Operation Manager to Strategic Thinker
	AMA
	2006

	Motivating Coaching & Delegating at Work
	NAVITUS
	2006

	Project Management
	 
	2007

	Culture of Excellence – Corporate Values
	 
	2008

	Analytical Decision Making
	Six Sigma 
	2009

	Project Management Training
	 
	2009




REFERENCE

Available as and when required.
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