Mobin Ahmed
Bahria Town Phase 8, Rawalpindi, Pakistan
Phone: +92 315 9400535
Email: mobin_ahmed@live.com , mobinahmed233@gmail.com 
LinkedIn: linkedin.com/in/mobin-ahmed-a25852150

Professional Summary
Dynamic and results-oriented professional with extensive experience in administration, coordination, operations management, and customer service. Proven ability to manage business operations, maintain client relationships, and improve organizational processes in fast-paced environments. Strong communication, problem-solving, and analytical skills with a track record of delivering projects efficiently. Open to relocation and opportunities in international and growth-oriented organizations.

Core Competencies
Administration & Office Management
Operations Management
Customer Service & Client Relations
Business Development
Inventory Management
Data Analysis & Research
Communication & Team Collaboration
Problem Solving & Decision Making

Professional Experience
Invigilator (Exam Venue Staff) - British Council
April 2026 – Present
Key Responsibilities
· Supervised examinations in accordance with British Council regulations and exam board standards.
· Safeguarded confidential materials and upheld data protection and integrity standards
· Assisted in exam setup, timing, and closing procedures.
· Reported incidents, irregularities, and safeguarding concerns in a timely and professional manner.
· Maintained strict vigilance throughout exam sessions to prevent malpractice and ensure fairness.
Founder & Operations Manager — Pet Bottle Hub
Feb 2021 – Dec 2025
[bookmark: _GoBack]
Manufacturing business, producing PET bottles for mineral water, pharmaceuticals, cosmetics, vinegar, and juice packaging.
Key Responsibilities
· Managed daily business operations, client coordination, and supplier communication.
· Oversaw administrative processes and customer service operations.
· Maintained business records, invoices, and vendor relationships.
· Conducted market research and identified revenue opportunities.
· Supervised product development and ensured quality standards.
· Improved operational efficiency and customer satisfaction.

Coordinator — Saeed Methani Mushtaq & Co. (Chartered Accountants)
Oct 2018 – Dec 2020
Key Responsibilities
· Managed office operations and coordinated communication between departments.
· Maintained project schedules, reports, and documentation.
· Assisted management in planning and monitoring administrative activities.
· Maintained records and correspondence for clients and management.
· Conducted research and data analysis to support decision-making.
· Ensured compliance with company policies and procedures.
Achievements
· Successfully coordinated the Independent Survey of Taxable Units and Services project on time and 15% under budget.
· Maintained complex schedules across multiple teams with a 98% on-time completion rate.

Business Development Officer — Soneri Bank Limited
Jul 2013 – Apr 2014
Key Responsibilities
· Built and maintained relationships with new and existing clients.
· Promoted banking products and financial services to customers.
· Advised clients on suitable financial solutions.
· Educated customers on product features and benefits.
· Collaborated with internal departments to resolve client issues.


Administrator & Inventory Controller — Khyber Electric Lamps MFG. Co. Ltd
Feb 2010 – May 2013
Key Responsibilities
· Managed administrative operations and office support functions.
· Controlled store inventory and maintained stock records.
· Assisted in accounts-related tasks and documentation.
· Coordinated with departments to ensure smooth operations.

Education
MS Social Sciences
Shaheed Zulfikar Ali Bhutto Institute of Science and Technology — 2017
MSc Economics
University of Peshawar — 2015
Bachelor of Arts (BA)
University of Peshawar — 2011


Technical & Professional Skills
SPSS
Data Interpretation
Research Design
Customer Query Handling
Digital Marketing
Content Writing
Copywriting
Verbal and Written Communication
Publication
Service Quality Measurement Regarding Banking Sector
International Journal of Business and Social Science — June 2017
Research analyzing service quality differences between Islamic and conventional banks using the SERVQUAL model based on survey data from customers in Islamabad and Rawalpindi.
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