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PROFILE
Experienced and detail-oriented professional with 12+ years in administration, procurement, and operations. Holds an HEC-awarded MS, MBA in Agriculture Business, and certifications in ERP and Supply Chain. Proven expertise in tendering, vendor management, and process improvement.

EDUCATION

· HEC Awarded MS (Management) 	(2016)	

· MBA (Agriculture Business)		(2012-2016)
Arid Agriculture University Rawalpindi

· Bachelor in Commerce			(2008-2010)
GCC Punjab University (Lahore)

· Intermediate of Computer Sciences	(2006-2008)
PCIT (Rawalpindi Board)

· Matriculation of Computer Sciences	(2005-2006)
Rawalpindi Board

SKILLS

· Microsoft office Suite 
· E-Office 
· Odoo ERP Soft ware
· Leadership
· Supply chain management 
· Business Administration 
· Critical Thinking
· Negotiation
· Team Building 
· Quick Decision Maker 

EXPERIENCE
Administration & HR Officer			                                10 September 2025 – Present
SK Super Store Pvt Limited Manage day-to-day office operations including documentation, record-keeping, and facility maintenance.
· Maintain office supplies and equipment with proper documentation of administrative activities.
· Ensure operational readiness and compliance with company policies, SOPs, and safety regulations.
· Maintain employee attendance, leave, performance documentation, and staff records.
· Assist in recruitment, onboarding, and induction of new employees.
· Support implementation of HR policies and staff compliance.
· Assist in staff training, appraisal processes, and performance monitoring.
· Coordinate with vendors and service providers for office supplies and HR-related services.
· Maintain accurate records of all administrative and HR transactions.
· Prepare reports related to office operations, staff attendance, HR metrics, and administrative activities.
· Maintain strict confidentiality of employee and company records.
· Ensure adherence to company policies, internal controls, and regulatory requirements.
PROCUREMENT OFFICER           					DEC-2019 to AUG-2025                       
Utility Store Corporation (Private) Limited	
https://usc.org.pk

Over 5 years of hands-on experience managing end-to-end procurement operations in compliance with public sector policies. Proven ability to lead the tendering process, optimize vendor management, and drive cost-saving initiatives.
Key Responsibilities:
· Led full-cycle procurement operations while ensuring strict adherence to organizational and regulatory procurement policies.
· Directed the tendering process, managing over 12 national tenders annually with comprehensive bid evaluations and vendor selections.
· Managed supplier relationships, including contract negotiations, performance tracking, and resolution of delivery issues.
· Ensured the timely and efficient delivery of goods and services, maintaining service continuity across operations.
· Supervised the preparation and maintenance of procurement documentation and reports to uphold transparency and accountability.
· Utilized EPADS (Electronic Procurement and Decision Support) and E-office platforms to streamline workflows and enhance operational efficiency.
· Drove cost-saving strategies and process improvements to improve procurement effectiveness and reduce lead times.
Key Achievements:
· Negotiated favorable contracts resulting in cost reductions of up to 15%, achieving annual savings exceeding PKR 10 million.
· Maintained a 90% on-time delivery rate through effective supplier coordination and proactive issue resolution.
· Achieved 100% compliance with public procurement rules, with zero audit objections during inspections.
· Reduced procurement cycle time from 30 to 20 days through targeted process optimizations.
· Decreased document processing time by 30% by integrating EPADS and E-office systems into daily operations.

Administration Assistant    						Dec-2012 to Dec-2019                                          
Utility Store Corporation (Private) Limited 
https://usc.org.pk

Provided comprehensive administrative support for a team of 50+ staff, ensuring efficient office operations and contributing to improved organizational productivity and interdepartmental coordination.
Key Responsibilities:
· Managed calendars, scheduled meetings, and handled official correspondence with precision and reliability.
· Maintained and reorganized both digital and physical filing systems, significantly improving document retrieval speed.
· Prepared administrative reports, conducted data entry, and supported senior staff with daily operational tasks.
· Assisted with procurement of office supplies, coordinated with vendors, and ensured timely delivery of materials.
· Supported HR and logistics functions, including onboarding coordination, meeting setups, and travel arrangements.
· Used Microsoft Office Suite (Word, Excel, PowerPoint) and E-office systems to streamline documentation and internal processes.
Key Achievements:
· Reduced document retrieval time by 40% through effective digitization and file reorganization.
· Coordinated over 300 official meetings and events, ensuring smooth logistics and proper documentation.
· Maintained zero missed deadlines in daily communication and reporting over a 7-year tenure.
· Recognized for strong organizational skills, attention to detail, and consistent support that enhanced overall office efficiency.

TRAININGS 
· ERP Training
· Training of Supply chain, inventory Management 
· Training of business consumer relation

KEY ACHIEVEMENTS 
	
Letter of Appreciation in 2018, 2019 & 2020
Special Two Increment for Outstanding Performance (2023) Awarding institution: 
Utility Store Corporation (PVT) Limited

REFERENCES
1. Mr. Habib-ur-Rehman 
General Manager M&B, Ex-Zonal Manager Islamabad 
Utility Store Corporation (PVT) Limited
Islamabad, Pakistan
📞 Phone: +92-321-4084000

2. Mr. Qaiser Alam 
General Manager (Own brand)
Utility Store Corporation (PVT) Limited
Islamabad, Pakistan
📞 Phone: +92-345-03005944393
