Adeel Ahmed
Rawalpindi, Punjab
00923158217449 | adi.ahmed.449@gmail.com 


Professional Summary

Motivated and ambitious professional with a strong ability to learn and adapt quickly to new environments. Known for excellent interpersonal skills, strong analytical abilities, and a collaborative team approach. Adept at managing projects, analyzing data, and providing strategic insights to drive improvement. Open to feedback and always striving for professional growth through ethical means and effective communication.


Key Skills

· Project Coordination
· Data Analysis  Reporting
· Team Management Leadership
· Communication  Interpersonal Skills
· Training  Employee Development
· Strategic Planning  Organizing
· Problem Solving Decision Making
· [bookmark: _GoBack]Adaptability Openness to Change
· Ability to Respond to Critical Feedback


Professional Experience
NADRA Pindigheb Site Office Jan 2022 – June 2022
· Monitored employee performance and provided regular feedback and training
· to ensure productivity.
· Acted as a key communication link between management and employees, facilitating smooth operations.
· Supervised staff, organized workflows, and ensured departmental objectives were met.

Management Intern
Atlas Honda, Rawalpindi Office Feb 2020 – Aug 2021
· Coordinated department projects, ensuring deadlines were met effectively and efficiently.
· Reported on sales metrics and suggested improvements to optimize sales performance.
· Prepared monthly, quarterly, and annual sales forecasts, contributing to strategic planning.
· Gathered and analyzed customer feedback to generate new ideas for product features.
· Fostered a culture of open communication within the team, enhancing collaboration.


Saim Traders
Front Officer Manager (Admin/Accounts)
Jul 2016 – Aug 2018
· Manage all front desk operations, including scheduling bookings and appointments, handling phone inquiries, and responding to emails.
· Support the development of administrative staff by offering information, training sessions, and hands-on growth opportunities.
· Oversee supply inventory by monitoring stock levels, forecasting needs, placing and tracking orders, and confirming delivery of supplies.

Education
MBA (Master of Business Administration)
COMSATS Institute of Information Technology, Islamabad Graduation: 2016 | CGPA: 3.0
B.Com (Bachelor of Commerce) Punjab College, Rawalpindi Graduation: 2011 | 64%
I.COM (Intermediate in Commerce) Punjab College, Rawalpindi Graduation: 2009 | 77%
Matriculation
[bookmark: Awards_&_Achievements]Army Public School, Kharian Cantt Graduation: 2007 | 64%

Awards s Achievements
· Leadership Award – 2015
· Team Member Award – 2014

Languages

· Punjabi – Native
· Urdu – Native
· English – Intermediate

Hobbies

· Travelling
· Cricket

Additional Information

· Available for relocation.

