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A d m i n  S p e c i a l i s t )
Highly skilled Office Administrator with an impressive background specializing in administrative
work and office support. Dedicated to creating office environments conducive to optimal workflow
and success. Bringing forth the ability to support and stimulate office stability and growth. Adept at
providing optimal support to executives and officials in need.

Experience

Pak Gulf Construction (Pvt) Ltd. (PGCL), a prominent real estate firm based in Islamabad,
Pakistan, is a joint venture of Al Tamimi Group (Saudi Arabia) and Sardar Group of
Companies (Pakistan).

Assisting Manager Administration in vehicle allotment and their structure claims.

Preparing work orders and getting them approved from concerned department.

Ensuring office supplies are maintained, including checking inventory and working
with vendors to ensure adequate levels of necessary supplies at all times.

Ensure functionality of necessary office equipment, and requisitioning new equipment
and supplies as needed.

Managing and spending petty cash for betterment of departmental and organizational
growth. 

Providing administrative support for any other assigned task.

Worked well independently and on a team to solve problems.

Served as a friendly, hardworking, and punctual employee.

Organized and prioritized work to complete assignments in a timely, efficient manner

Promoted fun and learning each and every day.

Maintained positivity and poise, even in stressful situations.

.

Sr. Admin Executive

2017 - 2023
Pak Gulf Construction Pvt Ltd, Islamabad, Pakistan

Furnised on Demand

Reference

Hazara University, Abbottabad, Pakistan 

Hazara University, Abbottabad, Pakistan 

 MBA (Human Resource

Management) 

 BBA (Finance) 

2017

2014

 Microsoft Excel

Team/Human Resource Management 

Storyboards

 Microsoft Office

Efficient Team Player 

 Enterprise Resource Planning (ERP)  

Software

English

Expertise

Language








