Shumaila Maqbool
📍 Executive Lodges, Warsak Road, Peshawar
📞 +92 333 5969488
✉ mailakhan54@gmail.com
🌐 Nationality: Pakistani | Gender: Female
Operations &  Vendors Experience
Skilled in managing administrative operations and coordinating with vendors across diverse sectors. Experienced in vendor selection, evaluation, and contract negotiation. Strong focus on procurement processes, inventory management, logistics handling, and service quality assurance. Proven ability to streamline workflows, control costs, and build long-term vendor relationships.
Professional Experience
Assistant Manager Admin & HR
Synercon | June 2025 – Present
· Managing HR operations including recruitment, documentation, and employee onboarding.
· Dealing with vendors for procurement, office supplies, maintenance services, and contractor arrangements.
· Negotiating vendor contracts, evaluating quotations, and ensuring timely delivery of goods/services.
Project Coordinator & Quality Assurance
Binary Ops | Sep 2023 – June 2025
· Managed POS system setup and support.
· Oversaw CRM to streamline customer workflows.
· Updated airport parking services, pricing, and booking systems.
· Ensured data accuracy across website, CRM, and sales platforms.
· Supported company formation and internal operations, including HR and content writing.

Amazon & E-Eommerce - Trainer
Swedish Institute of Technology (Govt. Project) | May 2023 – July 2023
· Conducted training sessions on Amazon business models and e-commerce platforms.
Floor Manager Admin
Zameen.com | Nov 2021 – Mar 2023
· Supervised office operations and team workflows.
· Maintained supply chain and administrative coordination.
Administrative  & Marketing Coordinator
Yashal English House | Aug 2020 – July 2021
· Managed internal marketing communications and administrative tasks.
Administrative &  HR Assistant
Forward Girls College | Mar 2016 – June 2020
· Handled HR functions: recruitment, onboarding, documentation.
· Supported college operations and staff/student coordination.
Public Relations Officer (PRO)
The Educators School | Mar 2014 – Feb 2016
· Maintained parent-school communication and public image, managed events and student engagement activities.
Education 
MBA - Marketing
Virtual University, Peshawar | 2014
BA - Economics & Statistics
Frontier Women College, Peshawar | 2010
Certifications
· Digital Marketing (2019)
· Freelancing (2019)
