 
SHAFAQ TANVIR                                                     
 
Email: shafaqahmed06@gmail.com 
Mobile: 03218518628 
Address: Green Valley Tulsa Road Rawalpindi
Education 
 
University of Punjab: Bachelor of commerce 
Cumulative Grade:  70% 
Relevant Coursework:  Human Resource Management, Project Management, Customer Relation Management, Quick book, 

Work Experience   

Assistant Operations Manager: Gerry’s Visa Islamabad Sep 2022 – Apr 2025 

· To act as mentor and leader for all VAC staff and ensure smooth functioning of the center  
· Maintain communication with the higher management, staff members, and vendors to ensure adherence to protocols across key touch points.   
· Update new procedures for increasing the efficiency of day-to-day operations. To manage logistic and delivery of passport to consulate. 
· Coordination with different departments for resolution of all floor issues & follow-up till resolution.  
· To maintain an energetic and welcoming environment for all customers, visitors (mission, VFS representatives, QA auditors), and employees.  
· Managed and coordinated a complex operational project, ensuring timely completion and a 100% success rate.  
· To review and generate all VAC reports, to manage VAC KPIs, and SLAs. 
· To ensure 100% compliance with the application submission process as per VAF (visa application form) and training guides. 
· Vetting of Translated documents as per mission's requirements (Applicable for Language Expert / AM)
· To ensure the business meets and exceeds its monthly/annual revenue targets. and exceedsimprove customer vice and satiand implement strategies to impro
Operations Specialist: Gerry’s Visa Islamabad Sep 2020 – Aug 2022

· To ensure 100% compliance of the application submission process as per VAF (visa application form) and       training guides, Manage Value Added Services, and ensure that options are put forth to the applicants.
· To maintain an energetic and welcoming environment for all customers, visitors (mission, VFS                    representatives, QA auditors), and employees.
· To ensure the “Clear Desk Policy” is followed, and extra documents, pictures of the applicants are kept.
· To ensure TAT / SLAs are met.
· To ensure complete data accuracy without errors.
· Ensure maximum customer satisfaction.
Assistant Manager Human Resources Operations: SAS Group Islamabad July 2012- Feb 2019

· Implementing the organization’s recruiting strategy by interviewing applications.  
· Manage employee compensation and benefits programs, including salary administration, bonuses, and health insurance. 
· HR policies and procedures to ensure legal compliance, align with best practices, and support organizational goals 
· HR professionals assist in developing performance management systems, including goal setting, performance evaluations, and feedback processes. 
· They may also provide guidance to managers in handling performance-related issues.  
· Manage compensation and employee benefits such as payroll cycle, provident and gratuity funds, and EOBI.  
· Assist the HR Business Partners in filling the recruitment tracker, shortlisting candidates and arranging for interviews with respective panel accordingly. 
· Coordinate and provide all types of HR services, letters, and NOC, etc. to employees 
· Manage the order and distribution of employees’ uniform, Admin Executive Cards/Pass and track the distribution and losses of employee badges.  Assist the HR team in tracking and saving any relevant employee document in their respective files. 

Customer Relation Officer: Honda Center Rawalpindi June 2010 - Feb 2012  

· Ensure outstanding customer satisfaction by maintaining strong working relations. 
· Schedule and conduct status meetings with appropriate development resources and customers. 
· Maintain complete and accurate customer correspondence data. 
· Develop and update client-related reports. 
· Managing client relationships to build a reputation for excellent service and generate repeat business 
· Identify and develop problem-solving methodologies to resolve customer issues. 

Internship Askari Bank: Sadar Rawalpindi July 2008 - Sep 2008 

Skills & Certifications 

· Leadership and Team Management 
· Analytical Thinking 
· Process Improvement 
· Time Management and Prioritization 
· Communication and Collaboration 
· Problem Solving and Decision Making 
· Adaptability and Flexibility 
· Conflict Resolution and Negotiation 
· Project Management 
· Microsoft Excel, Word, PowerPoint, Dynamics 365, Asaan, Jira 
· Project Management by Google Certificate 2024 
· McKinsey Forward Program Certificate 2024 
· HR Diploma in Performance Management & Employee Development 2024
· Roshan Kal Academy Growth and Learning Certificate 2024 
· Vital job Skills Training USAID Pakistan Certificate 2010
