Saima Misbah
Cell:  +92 300 8552165 | +92 301 8560283 | +92 370 9631625
Email:  misbahsaima1013@gmail.com | amisbah2013@gmail.com
Location:  Islamabad, Pakistan | Open to relocation

Professional Profile
Dynamic and results-driven Administrative and Project Management Professional with over 20 years of experience supporting international development programs and operations. Adept at managing office administration, logistics, travel arrangements, procurement, records management, and stakeholder coordination. Highly experienced in working within complex organizational systems, particularly for international development agencies. Recognized for exceptional organizational, communication, and multitasking skills, and for supporting leadership in high-pressure, fast-paced environments.

Core Competencies
· Office & Project Administration
· Procurement & Logistics Coordination
· Travel & Event Management
· Financial & Documentation Tracking
· Stakeholder & Partner Coordination
· Tax Exemption & Compliance
· Records & Data Management
· Calendar & Meeting Coordination
· MS Office Suite & Web-Based Tools
· Cross-functional Team Collaboration
· Deadline-Driven Execution
· Strong Communication & Problem-Solving

Education
MBA – Project Management (Competency-Based Program)
University of Phoenix, Arizona, USA | Jan 2024 – Mar 2025
Focused on practical leadership, strategic planning, and project execution through real-world, skills-based learning.
Master of Science – Zoology
University of Peshawar | 2000
Bachelor of Science
Jinnah College for Women, University of Peshawar | 1996

Professional Experience
Administration/Project Management 
United States Agency for International Development (USAID)/Pakistan
Executive Office & Infrastructure and Engineering Office
Aug 2023 – Present
· Organize and coordinate logistics for meetings, retreats, and official travel including hotel bookings, visitor support, and security clearances.
· Prepare and process travel requests, work orders, and facility maintenance through internal systems.
· Manage administrative requests for supplies, IT support, repairs, and office needs.
· Assist in procurement documentation, budgeting, vendor communication, and follow-up.
· Support leadership with correspondence, calendar management, and meeting coordination.
· Track financial transactions and project data, helping prepare reports and maintain databases.
· Manage employee attendance and timekeeping records.
· Maintain project filing systems and ensure proper documentation flow and storage.
· Assist with data validation for performance indicators and compliance monitoring.
· Liaise with stakeholders for implementation letters, project reporting, and coordination.
Project Management Assistant (Job Rotation)
Office of Acquisition & Assistance – USAID/Pakistan
Feb 2022 – Dec 2022
· Provided guidance to teams and partners on tax exemption protocols and government procedures.
· Maintained records and databases of tax-related documentation and correspondence.
· Supported senior management with meeting prep, travel logistics, record-keeping, and office coordination.
· Tracked program budgets, procurement, and leave records; managed executive calendars.
Project Management 
Office of Infrastructure & Engineering – USAID/Pakistan
Mar 2008 – Feb 2022
· Supported implementation of contracts, agreements, and grants for infrastructure programs.
· Reviewed tax exemption applications, coordinated submissions with the government, and tracked responses.
· Acted as administrative liaison with implementing partners for logistics, reporting, and documentation.
· Coordinated project visits, managed correspondence, and facilitated orientation for new hires.
· Maintained project records, assisted with audits, and supported contract closeout procedures.
· Organized events, managed travel logistics, and helped monitor project implementation progress.
· Acted as gender focal point for the office and participated in staff performance tracking.
Personnel Assistant
Rural Support Programs Network (RSPN)
Sep 2005 – Feb 2008
· Managed HR documentation, recruitment support, employee benefits, and compliance tracking.
· Coordinated office events, trainings, and meetings.
· Supervised support staff, maintained inventories, and handled logistical arrangements.
· Served as Personal Assistant to the CEO and facilitated communication and record-keeping.
Logistics Assistant
World Food Programme (WFP), Logistics Unit – Peshawar
Sep 2002 – Aug 2004
· Coordinated food distribution logistics, inventory tracking, and warehouse operations.
· Maintained shipment records and ensured timely delivery of food aid.
· Assisted in emergency responses and managed partner coordination.
· Supported budgeting and ensured compliance with safety and security protocols.
Lecturer – Zoology Department
Government Girls Degree College – Charsadda
Jan 2000 – Jun 2001
· Taught undergraduate courses in zoology and managed lab operations.
· Conducted procurement and evaluation for lab equipment and specimens.
· Maintained academic records and collaborated on curriculum implementation.

Awards & Recognition
· Multiple On-the-Spot and Performance Cash Awards from USAID leadership
· Certificate of Appreciation from U.S. Ambassador
· Meritorious Honor Award by USAID Administrator
· Length of Service Award for completing 10 years at USAID
· Recognized for clearing 200+ pending cases in a single month

Training & Certifications
· Gender and Conflict Workshop, February 12, 2015 – Islamabad, Pakistan
· Conflict 102: An Introduction to Conflict Assessment and Programming, February 9–10, 2015 – Islamabad, Pakistan
· Cyber Awareness Challenge
· English Writing Proficiency (EWP)
· Evaluation for Program Managers (EPM)
· Acquisition & Assistance Management for CORs/AORs (A&A104)
· Phoenix Accruals Online Training v.113007
· A&A Management for CORs/AORs – Online Prerequisite Module
· Integrating Gender Throughout the Planning, Programming, and Contracting Cycle
· Project Design and Management (PDM)
· Programming Foreign Assistance (PFA)
· Competency Management Training for OAA v.120407
· Foundations of Effective Thinking
· Competencies for Tomorrow's Managers
· Building Effective Interfunctional Relationships
· Communicate for Results
· New Employee Orientation
· Project Management Skills, December 9–13, 2012 – Dubai
· Basics of Business English, May 20–24, 2013 – Lahore
· Fundamentals of Finance and Accounting for Administrative Professionals, June 10–12, 2009
· Skills in Administration, August 2–6, 2010 – Karachi
· Advanced MS Office, December 20–24, 2010 – Lahore
· Contracting Officer's Representative/Agreement Officer's Representative Certification, December 29, 2011
· Monitoring & Evaluation (M&E) Fundamentals, June 23, 2008
· Population, Health, and Environment Basics, June 24, 2008
· Contract Management, Management Concepts – Washington D.C., October 2023
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