CONTACT
Phone:
+971505819909
Email:
Azharsajjadabbasi
LinkedIn:
linkedin.com/in/azhar-abbasi-
5842aal5b

Location: Abu Dhabi

mail.com

Visa Status: Visit
Visa Validity: 28-03-2024

PROFILE

Versatile and results-driven Administrative
Management professional with a proven
track record in overseeing and optimizing
office operations. With 4 years of
experience, I excel in implementing
efficient administrative processes,
managing resources, and ensuring
seamless workflow. Adept at leading and
motivating teams to achieve organizational
objectives. Skilled in strategic planning,
resource allocation, and fostering a
collaborative work environment.

Known for my strong attention to detail,
effective communication, and ability to
adapt to dynamic business needs. Eager
tocontribute my expertise to enhance
administrative efficiency and support the
success of the organization.

AZHAR SAJJAD ABBASI

Management & Administration

EDUCATION

MBA

Capital University of Science & Technology Islamabad, Pak.
Feb 2014 — June 2017

Human Resource Management (HRM)

BACHELOR OF COMMERCE (B. COM)
Feb 2010- June 2012
University of Punjab Lahore, Pak.

Accounting
Economics
Banking

WORK EXPERIENCE

BRITISH COUNCIL PAK.
Freelance Venue Staff
Feb 2023- Current

Exam venue management
Invigilation of exams
Administrative tasks
Reporting to venue supervisor

MOHI UD DIN ISLAMIC UNIVERSITY
HR Executive
Mar 2021-June 2023

Administrative assistance to HR department

Develop and implement HR strategies, policies, and procedures.
Design and run employee training and development programs.
Maintain HR records, including employee files, compensation, and
benefits information.

Employees attendance and performance evaluation

Handle employee relations and resolve any workplace conflictsor
issues.

Coordination between workforce and HR administration

Manage employee benefits programs and ensure compliance with
regulations.

Collaborate with other departments to achieve company goals and
improve HR processes.



mailto:Azharsajjadabbasi@gmail.com

BAHRIA TOWN RAWALPINDI, PAK.

HR Assistant
Sep 2019- Feb 2021
LANGUAGS o Design compensation and benefits packages
English (Advance ) ¢ Implement performance review procedures (e.g.
Quarterly/annual and 360° evaluations)
Urdu (Native) ¢ Develop fair HR policies and ensure employees understand and
Chinese (Beginner) comply with them
¢ Develop fair HR policies and ensure employees understand
and comply with them.
DIGITAL SKILLS ¢ Implement effective sourcing, screening and interviewing Techniques
e Assesstraining needs and coordinate learning and

o  Microsoft Office o development initiatives for all employees
o Social media / Skype / Zoom
 Distal marketing CERTIFICATES & TRAININGS
o HRIS
= E-Commer‘ce ¢ E-Commerce Management
o Computer h’tgracy ¢ Freelancing
o Content writing «  Financial literacy

¢ Human Rights & Digital Security

¢ Child Protection Awareness

¢ Introduction to School Exams Invigilation

ORGANISATIONAL SKILLS

Accounting

Management key skills
Administrative support

HRM

Office coordination

Manage time and deadlines
Prioritize tasks

Structure data

Maintain a clean physical space at work
File documents, paperwork and other materials
Keep track of steps in processes
Lead projects to completion
Attention to detail

Project management

Strategic planning

Task analysis

Workflow analysis

Budgeting

Scheduling

Meeting deadlines
Coordinating events

Planning and meeting goals
Tracking inventory
Productivity

Time management
Multitasking

HOBBIES

o Travelling
o Outdoor sports
o Gym
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Registration No. MB141036 Seriai No. 001584
: Degree No. MB17-0227

Pagista™

Capital Aniversity of Science and Technologp
(¥slamababd)

In recognition of the fulfilment of prescribed requirements
awards
. Azhar Sajjad Abbasi s/o Muhammad Sajjad Abbasi
the degree of

Master of Business Administration

on December 06, 2017.
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