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JOB OBJECTIVE: Experienced and organized administrative, management and financial individual who enjoy challenge seeking opportunity to learn and improve skills. Looking for administrative, coordinating and management position within established organization 
PERSONAL QUALIFICATIONS 
· Worked in fast-paced environments demanding strong organizational and interpersonal skills. Confident and poised in interactions with individuals/departments at all levels. Detail-oriented and resourceful in completing projects; able to multi-task effectively.  
· I have excellent team working, problem solving and time management skills, in a diverse work environment with excellent verbal and written communication skills.   
· Ability to train and supervise administrative, management and financial teams to ensure best performance. Instrumental in working with superiors and departments as team member in order to manage administrative tasks. 
EXPERIENCE HIGHLIGHTS  
Administrative Support  
· Performed administrative support functions for the head of mission of an International Humanitarian organization. Coordinated and managed multiple priorities and projects. 
· Provided day to day support for a busy organization. Scheduled appointments and maintained accurate, up-to-date office files. 
· Provided HR support; investigated and resolved billing problems of an international humanitarian organization. Trained and supervised part-time staff and interns. 
Coordination & Training 
· Provided coordination at all levels in the office among various departments.
· Trained office staff as well as local organizations on administrative procedures. 
· Extensively worked and coordinated with both internal and external stakeholders 
Management & Supervision   
· Promoted from admin and finance officer to manager admin and finance. 
· Oversaw all operations of the office including office management and maintenance.  
· Troubleshot and resolved problems, mediated staff disputes, and handled vendors and staff complaints. 
·  Participated in staff recruitment and training process.  
WORK HISTORY – PAKISTAN (2016 onwards) 
Volunteer Coordinator – Ladies Club Rawalpindi (2023)
[bookmark: _GoBack] I am an active member and coordinator of the club. Arranged functions that involved high level dignitaries. 
Principal - Scouts Public School (APS) – Gilgit (2021) 
As Principal I was responsible and accountable for overall management of the schools. During my tenure the school was approved as APS. 
Volunteer Coordinator - TFWC (2017)
TFWC is an army led not for profit organization. I was Principal for the early year school. I was also a coordinator for the skills based school to make sure that proper liaison has taken place between many levels of the organization and ensured smooth running of both schools. 
WORK HISTORY – UNITED KINGDOM 
Admin and Finance Officer, Save the Children UK – London (2015)
Managed and administrated Nepal Earthquake portfolio. Was performing overall administrative and financial duties.  
Grants Compliance Officer, World Vision UK Milton Keynes (2015)
Assisted the Grants team and managed a diversified portfolio. Administrated and supported country offices on various policies including training them on donor’s rules and reg.   
Contracts Management Officer, CARE International UK  London (2012)
Administered 20 donor contracts of 4 regions.  My main responsibilities were comprised of but not limited to administration of contracts and agreements, training & coordination for audits & other admin tasks. Coordinating and assisting country offices. Maintaining office procedural files. 
WORK HISTORY - PAKISTAN 
Grants & Contracts Coordinator, CARE International in Pakistan (2011)
Managed portfolio of 36 million USD emergency grant. Supervised team of 8 persons. Conducted regular workshops and training sessions for the project staff and supported various on administrative policies.  
Manager Grants & Contracts ,  CARE International in Pakistan, Islamabad (2009)  
CARE International in Pakistan is an international humanitarian organization working in 70 countries of the world with marginalized section of the society for alleviating poverty.  
As Manager Grants and Contracts my major achievements included; 
Regular and in time admin support available to management. Grants and Sub-grants agreement management and liaison, coordination with the programs and finance to facilitate timely processing of all grants related administrative and financial affairs.  

Finance Officer, The Johanniter International Assistance, Islamabad(2007)  
JIA is an International NGO with its Headquarter based in Berlin-Germany. Was focal person for all administrative and financial duties. Also remained Acting Country Director. 
Finance Officer, Samaritan’s Purse International Relief( 2006) 
Samaritan’s International relief is an American NGO with its headquarters in USA.  I was responsible for the supervision and handling of all administrative and financial matters.  
Manager Finance and Admin,  Food For The Hungry (2006) 
Food for the hungry is an International American relief organization with its operations more than 26 countries around the world.  Ensured smooth functioning and day to day operation of the office. Continuously engaged in identifying areas for administrative improvement and worked with various teams to implement feasible improvements. 
EDUCATION
· Mphil Anthropology, Quaid-e-Azam University 
· MBA Finance , Bahria University 
· MSc. Sociology , AIOU  
· B.com , Punjab University  
· Bachelors of Arts, Punjab University  
COMPUTER SKILLS 
· MS Office, Accounting packages viz. Quick Books, AMS, Internet 
ADDITIONAL ACHIEVEMENT/ EXPERTISE   
· Successfully completed trainings on Project Planning and Management, USAID’s Financial Audit Program for NGOs, DG ECHO 3 days General Training, Leadership - the care and growth model, Effective Communication Skills, Financial Management for NGOs, Strategic Financial Management for NGOs: Managing for Financial Sustainability, Grants Management Essentials.   
· Achieved Bahria University’s Scholarship, MBA with Distinction of “Cum  Laude”
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