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PROFESSIONAL PROFILE
Motivated with solid experience managing all levels of large-scale projects, especially Office Administration and Logistics
Excellent at multiple tasking, and working under pressure. Experience includes Food, Healthcare, and Education projects
Managing complex schedules, budgeting, and travel arrangements.
Detail-oriented with expertise in problem-solving and managing daily office functions. Overseeing general office operations.
SKILLSET:
1. Logistics                          2.            Coordination                      3.            Vehicle Management
       4.    Procurement                    5.            Supply Chain                     6.            Security              
       7.  Warehouse Management 

Experiences:
Supply and Operation Assistant 
Relief International | Peshawar Pakistan |Jan 2021-August 2023
Complete full count and quality check of all goods received at the warehouse.
· Complete accurate Goods Received Note (GRN) for all items received in the warehouse and report any discrepancies or losses or quality issues immediately.  Prepare way-bills, packing-lists for each shipment.
· Ensure all stocks are appropriately stacked and labeled.
· Physical inventory of the stock (and pharmaceutical) with the Field logistics/Operations Manager every 2 months.
· All forms completed accurately and timely – GRN, Stock/Bin Card, WH Ledger, Discard, Loss, Theft, Waybill, SRF, etc.
· Re-packing and labeling all shipments for onward delivery.
· Supervise loading and unloading at the warehouse; check any arrival of goods, quantity, and quality.  Oversee casual labor.
· Overall maintenance of the warehouse; report any issues immediately.
a- Security
· Ensure adequate security personnel complete timesheets and perform services as required.  Report any issues with security guards immediately.
· Complete Incident Report for any concerning events and notify Office immediately.  Document any breakage or theft with photograph support.
· Ensure fire extinguishers and first aid supplies are in place and kept appropriately stocked.
b- Communications and Reporting
· Maintain a warehouse ledger inventory for all program stocks; keep updated daily for all received and dispatched goods.  
· Provide weekly reports on the movements of stocks in/out of the warehouse
· Track and report on all transport shipments in/out of the warehouse.
· Ensure WBs and GRNs are documented and returned for all items received and dispatched.
· Maintain filing on-site for all warehouse documentation.
· Communicate regular updates on shipment tracking for receipt and facilitate shipment from warehouse to partner or intend beneficiary.
· Coordinate closely with the Operations team on the tracking and arrival of all shipments from Procurement.
Office Manager 
PAKISTAN EDUCATIONAL FOUNDATION | Peshawar Pakistan |Feb 2020-Dec 2021

Administration/Overall Management 
· Provide personal, managerial, and administrative support to staff and the Governing Body 
· Contribute to the overall ethos/work/aims of the Institution.
· Comply with policies and procedures relating to student protection, health and safety, security, confidentiality and data protection, equal opportunities, reporting all concerns to an appropriate person developing constructive relationships, and communicating with all staff and professionals.
· Recognize own strengths and areas of expertise and use these to advise and support others 
· Management of Petty Cash
· Ensure all utility bills are received, checked, and paid timely without surcharge
· Supervise and coordinate all Core activities related to event management and ensure timely delivery in this regard

Admin and Logistics Assistant
THE INDUS HOSPITAL –Peshawar Pakistan | Feb 2017 – Dec 2018

a. Office and Event Management
· Managing agreements (contracts, MOUs, etc.) including extensions, and amendments.
· Financial management of assigned events, ensuring accurate quarterly forecasting, quality-assuring financial reports and invoices, ensuring reports are linked to verifiable activities reported in narrative reports, processing payments to implementing partners and supporting audits, where relevant.
· Engaging regularly with partners of the assigned project, arranging meetings with project partners, attending relevant workshops/meetings
· Management of Petty Cash
· Cheques deposit and maintain a record
· Ensure all utility bills are received, checked, and paid timely without surcharge
· Supervise office, kitchen/refreshment supplies and maintain proper records.
· Assign cleaning duties to cleaners and check the cleanliness of the premises 
· Prepare time sheets for all support staff and assign overtime duty as and when required
· Ensure all event/training/workshop requirements are fulfilled.
· Supervise and coordinate all Core activities related to event management and ensure timely delivery in this regard
· Coordination with concerned unit/ department for the workshops, training, seminars, and internal pre-announced meetings in connection with, Venue coordination, meal arrangements, accommodation arrangements, and training hall set up Arrangements.

b. Inventory and Maintenance
· Update the assets record and perform the physical check.
· Coordinate with all regions that the asset register should be maintained.
· Ensure the daily check of the "building maintenance checklist", inspection of the building according to schedule, preparation of checklist, and ensure that work has been done

c. Logistics and Supply Chain
· Supervise and coordinate all activities related to logistics, and ensure timely delivery in this regard
· Ensures that the Purchase orders are made according to the requirements and proper hard and soft copies are maintained for a record.
· Ensures that all supporting documents related to Logistics are available in order to process the bills as required by the quality management system.
· Ensures that all invoices/ bills are timely processed hence receiving of Bills from vendors, keeps records of bills received; completes the required documents, for payments.
· Revise/develop and implement Standard Operating Procedures for logistics-related procedures and policies.
· Collect and process the quotation of required supplies.
Logistics Assistant Tally 
United Nation World Food Programme Pakistan (WFP) | KPK Pakistan | May 2009-Jan 2014
· Stock management procedures (records, filing, and identification).
· Manage all stocks (projects, office, and general supplies).
· Ensure proper identification of all received/issued material (quantity, quality, and delivery).
· Physical stock management (organization, cleaning, ventilation).
· Follow up with special attention on the expiry date, and warn the concerned department two months before the expiry date.
· Conduct monthly inventory of stocks and ensure that stock cards are created, updated, and accurate.
· Compile monthly inventory/stock report for Log Base.
· Prepare all food commodities and shipping documents (Delivery Notes, etc.) to be transported to the programs
· Ensure safe preparation and loading of food commodities onto transportation vehicles
EDUCATION

Master’s degree from the University of Peshawar
TRAININGS & CERTIFICATES 
· Warehouse Management
· Safe and Secure Approaches in the field Environments.
· First Aid and Firefighting from 1122 KPK.
· Advanced Security in the field

