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PROFESSIONAL SUMMARY
Results-driven and highly disciplined administration professional with 4+ years of progressive experience spanning military operations, healthcare administration, security & safety management, and institutional compliance. As a retired Captain from Pakistan Army's EME Corps and a qualified Electrical Engineer, I bring rare operational rigor, strategic thinking, and technical acumen to complex administrative environments. Proven track record of managing large teams (50+ personnel), implementing ISO-certified management systems, leading multi-departmental coordination, and driving operational excellence in both military and civilian healthcare settings. Seeking a Deputy Manager / Manager – Administration role where I can leverage my leadership background to streamline operations, ensure compliance, and deliver measurable institutional impact.
CORE COMPETENCIES

	Administrative Operations
	Team Leadership
	ISO 45001 / 14001
	



	Security Management
	Policy & Procedure Dev.
	Crisis Management
	



	HR & Personnel Records
	Logistics & Supply Chain
	Budget & Financial Planning
	



	Risk Assessment & Audits
	Training & Capacity Building
	Stakeholder Coordination
	



PROFESSIONAL EXPERIENCE
Assistant Manager – Security, Safety & Administration
Riphah International University & Hospital | Islamic International Dental Hospital, Islamabad	March 2025 – Present | Islamabad, Pakistan
Administration & Operational Management
1. Oversee end-to-end administrative functions including inter-departmental coordination, resource allocation, and operational continuity across both university and hospital campuses.
1. Maintain and manage comprehensive personnel records, operational documentation, and compliance registers to support audits and institutional governance.
1. Streamline communication workflows and reporting structures, ensuring timely information flow between administration, faculty, and clinical teams.
Healthcare Quality & ISO Compliance
1. Implement, monitor, and sustain ISO 45001 (Occupational Health & Safety) and ISO 14001 (Environmental Management Systems) across healthcare and academic environments.
1. Develop, enforce, and periodically review Policies, Procedures, and Documentation (PDDs) aligned with hospital quality standards, patient safety protocols, and regulatory requirements.
1. Design and deliver health & safety training programs and emergency response drills (fire, evacuation, mass casualty), measurably improving staff preparedness and institutional compliance scores.
1. Support internal quality assurance activities, accreditation audits, and continuous improvement initiatives across hospital operations.
Security & Risk Management
1. Direct overall security operations for both the university and hospital facilities, safeguarding patients, staff, visitors, and institutional assets.
1. Manage CCTV surveillance infrastructure; monitor critical zones and ensure rapid incident response protocols are activated when required.
1. Deploy, supervise, and performance-manage security personnel; maintain duty rosters, shift schedules, and access control registers.
1. Design and enforce access control systems, visitor management frameworks, and secure entry/exit protocols.
1. Conduct periodic risk assessments and security audits; identify vulnerabilities and implement evidence-based corrective actions.
1. Liaise with emergency response teams, law enforcement, and administration during crisis events, incidents, and evacuation operations.
Admin Officer
Pakistan Army – EME Battalion	May 2021 – May 2024 | Hyderabad, Pakistan
1. Led all administrative functions for a battalion of 200+ personnel, including record-keeping, staffing, performance management, and policy enforcement.
1. Managed full logistics cycle: inventory control, equipment maintenance scheduling, supply chain oversight, and asset accountability.
1. Organized and executed battalion-level training sessions, operational workshops, and leadership briefings, optimizing resource utilization.
1. Assisted in annual budget preparation and financial planning; tracked expenditures and managed resources in line with allocated budgets.
1. Streamlined internal communications and introduced improved documentation systems that reduced administrative turnaround time.
1. Led, mentored, and developed junior administrative staff, building team capability and fostering a high-performance work culture.
1. Prepared executive-level reports, briefings, and presentations for senior military leadership with accuracy and clarity.
Adjutant – EME Battalion
Pakistan Army	July 2021 – July 2024 | Hyderabad, Pakistan
1. Managed battalion-wide discipline, accountability, and adherence to military standards for a unit of 200+ soldiers.
1. Oversaw all security and safety protocols, implementing frameworks to protect personnel, equipment, and sensitive assets.
1. Coordinated logistics, training schedules, and administrative workflows to ensure peak operational readiness.
1. Developed and enforced SOPs and administrative policies in full compliance with military regulations and chain of command directives.
1. Conducted and managed performance evaluations, training certifications, and personnel development records.
Project Manager – Special Engineering Projects
53 Electrical & Mechanical Battalion, Pakistan Army	July 2021 – July 2024 | Hyderabad, Pakistan
1. Designed and fabricated 15 speed monitoring devices with a 5-member engineering team, enhancing road safety compliance.
1. Oversaw installation of Dummy Baktar-Shikan anti-tank missile system and related infrastructure.
1. Spearheaded a 30 KW Solar Energy Project at official residence with an 18-member team, delivering cost savings on utility expenditure.
1. Conducted comprehensive plant market survey and established a botanical database to develop a functional green space.
1. Supervised construction of 823 Armoured Workshop Company facility from planning to handover.
EDUCATION
Bachelor of Engineering – Electrical Engineering
National University of Sciences & Technology (NUST) – CEME Campus	Oct 2016 – Apr 2020 | Rawalpindi, Pakistan
F.Sc Pre-Engineering
Hamza Army Public School and College	May 2013 – May 2015 | Rawalpindi, Pakistan
KEY ACHIEVEMENTS
1. Successfully implemented dual ISO standards (45001 & 14001) across a major healthcare institution, achieving measurable improvements in staff compliance and safety incident reduction.
1. Administered and developed over 200 military personnel, consistently achieving battalion-level performance targets and zero administrative non-compliance findings.
1. Delivered 7 complex engineering and infrastructure projects within scope, budget, and military timelines, demonstrating strong project management capability.
1. Introduced streamlined administrative systems and communication frameworks that reduced information bottlenecks and improved departmental coordination in both military and hospital settings.
1. Built and mentored high-performing administrative and security teams across multiple organizations, fostering accountability-driven work cultures.
SKILLS PROFILE
Leadership & People Management: Team building, mentoring, performance evaluation, cross-functional coordination
Administration: Record management, policy drafting, SOP development, compliance oversight
Security & Safety: CCTV management, access control, risk assessment, emergency drills, incident management
Technical: Electrical engineering fundamentals, project management, system installation, data analysis
Communication: Executive reporting, presentations, inter-departmental liaison, stakeholder briefings
PERSONAL INFORMATION
Date of Birth: 04 January 1997
Nationality: Pakistani
Languages: Urdu (Native), English (Professional Proficiency)
Address: Farooqa Azam Road, Dhok Kala Khan, Rawalpindi, Pakistan
