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PROFESSIONAL SUMMARY:

A results driven, self-motivated and resourceful supervisor with a successful record of accomplishment of building and maintaining great teams or workers and of communicate effectively with all staff. Highly organized, energetic and flexible with leadership qualities, which have been exercised through experience. Having a proven record of accomplishment to meet KPI's and motivating staff to work together to achieve targets and improve efficiency.

SKILLS:
	· Office Management
· Team Building and Supervision
· Staff Development and Training
· Policies and Procedures Manuals
· Report and Document Preparations
· Spreadsheet and Database Creations
· Accurate and Detailed
· Work well Under Pressure
· Social Media Knowledge
	· Record Management
· Inventory Management
· Expense Reduction
· Excellent Communication Skills
· Articulate and Well Spoken
· Customer Service-Oriented
· Travel Administration
· MS Office
· Database Management



WORK HISTORY:

CONTROL OSP PROJECT							2017 – TO DATE
BAZY (STC) – DAMMAM, KSA

Currently working with BAZY Trading and Contracting Co. (STC) as project controller  for OSP project (Field Operations project number 0467214) and very much familiar with tools and portals like (ICMS, GRANITE, NOKIA NETWORK ANALYZER, WFMS, WFMS DISPATCHER, AL-MONGEZ, JESPER, One View etc) Main responsibilities are as follow:

· Identifying and working to remove barriers to successful completion of the overall project, with particular emphasis on resolving issues with subcontractors
· Facilitating and coordinating the work of multiple project teams engaged in the establishment and implementation of new projects to support the Project Manager
· Creating and tracking purchase orders submissions and complete project close-out manuals
· Providing timely project status updates to the Project Manager
· Maintaining and updating company database
· Interpreting specifications, blue prints, job orders, company policy, and procedures for workers
· Assessing all products and service deliverables for accuracy, quality and timeliness
· Guiding the team on resource requirements, methodologies, tasks, dependencies, deliverables, risks, and other issues through the life of the project
· Using RTTS, ICMS, WFM and Granite for daily tickets load of FTTH, FTTM and MSAN sites
· Using NE tool to collect MSAN, MH, HH, FDT coordinates and to guide teams
· Coordination with CISCO, ALU, FRDOC and HUAWEI to clear opened tickets
· Follow up with the teams to collect update and to clear or refer the tickets to the concerns
· Responsible to assign tickets to the teams
· ONT testing through NMS for fixing CWM & RCH wrong port issues
· Reporting STC and Bazy management about the progress of the work
· Updating copper cabinet’s sheets in ICMS
· Using Outlook to keep in touch with several departments at a time
· Coordination with the teams working in the site
· Making records of all cable cuts
· Making daily activity reports
· Making monthly invoice reports

OFFICE MANAGER							2015 – 2017
ISMAEEL TRADERS – LAHORE, PAKISTAN

· Planning, organizing and controlling the entire office administration
· Managing the clerical aspect of the organization and coordinating it with every department
· Perform book keeping processes and organize the storage of data
· Developing budgets and implementing them accordingly
· Work with human resource departments and hire candidates within the estimated budget
· Coordinate with the accounting team and carry out financial transactions
· Manage facilities within all departments
· Calculate and organize the office space efficiently
· Organize office parties, excursions and in-house activities
· Introduce new policies, rules and regulations and ensure they are followed
· Organize induction and training sessions for the new employees

SUPERVISOR FTTH PROJECT (STC)					   2012 - 2014
PREMIER TECHNOLOGY – RIYADH, KSA

· Work outdoors in all kind of weather conditions
· Driving operational efficiencies, raising customer service levels & cutting costs
· Ensure professionalism & high quality is continually maintained
· Preparation of relevant reports and documents for senior managers
· Installation of drop cable (2F) inside the building (from cabinet to customer premises) through conduits or riser etc.
· Installation of flexible conduits with metal clamps and screws
· Installing the GPON network terminal for the customer permissions
· Installing the fast connector to the O.D.F & customer permissions
· Activation/Migration the services from Copper to Fiber
· Configuration of Echo Life (HG8245) GPON terminal
· Ensuring compliance with all relevant health and safety guidelines
· Quality check for cable installation, construction, maintenance and repair works
· Possess knowledge in all types of splicing activity, cable and safety test equipment and use of all types of cable construction equipment
· Locate and repair cables faults to maintain existing cable network without causing signal failure interruptions
· Validate and test end-to-end service provisioning for the cable network








ADMIN EXECUTIVE 							2011 - 2012
QUETTA TEXTILE MILLS LIMITED – LAHORE 

· Provide general and clerical support to human resource departments by composing and typing letters and memos
· Maintain a list of eligible candidates and contact them for interviews
· Ensure that interviews are scheduled in accordance to human resource administrator's schedules
· Provide support in evaluating personnel performances
· Explain benefits of employment and general terms and conditions to employees
· Conduct initial employee induction and orientation
· Provide support in preparing workers' compensation reports and assist in compensation adjustment activities
· Research and compile data for personnel projects
· Manage calendar of activities for human resource personnel
· Document human resource actions by ensuring appropriate completion of forms and logs
· Handle documentation for loans, medical insurance and disability programs
· Schedule employees' meetings with human resource staff and take information of agenda
· Assist in monitoring unemployment claims by substantiating documentation and requesting legal reviews
· Create and maintain liaison with external staffing agencies in order to obtain both temporary and permanent staff members

SUPERVISOR BACKEND SUPPORT & WAREHOUSE			2007 - 2011
WATEEN TELECOM – LAHORE 

· Delegating work duties to individual staff members
· Deputizing in the absence of the management team
· Approving time records and requests for time off
· Identifying and evaluating employee training requirements
· Carrying out staff appraisals, managing performance and disciplining staff
· Developing, managing and implementing promotions in order to drive sales
· Monitoring Key Performance Indicators
· Writing reports for senior management and delivering presentations
· Managing a team of up to 60 employees of CS nationwide
· Able to motivate employees and handle controversies
· Established and maintained effective business relationships with SOS, Finance Ops and C&C
· To prepare weekly spreadsheets monitoring ongoing projects
· Oversaw status of projects by continually gathering information and following-up with Managers and staff
· To take inbound calls from Franchise, Affinity Partners, Sales Channels, Field Engineers and provide them solution over the call regarding their issues
· Taking all possible measures to resolve customer query timely and processing them in accordance with our established procedures and policies
· To ensure that company processes & SOPs are followed by franchises, affinity partners and Support Centers
· Responsible for responding to technical queries related to Telephony, Cable Television, Internet and Data services on different platform such as WiMax, HFC and GPON by using standard operating procedures
· Comprehensive understanding and knowledge of using Customer relationship Management(CRM) software to deal with inbound and outbound calls

OPERATIONS EXECUTIVE 						2002 - 2004
COMMODITY TRADERS AND ADVISORS – LAHORE 

· All secretarial work including business correspondence, organizing and monitoring routine works
· Preparing settlements and collection of Payments
· Supervising Data Entry, Swapping, Cleaning & structuring of all the procedures
· To manage customer equity by trading with Forex Market

EDUCATION:

PGD (IT)	 2006
PUNJAB UNIVERSITY 
MBA		2004
PUNJAB UNIVERSITY 

LANGUAGES:

Urdu, Punjabi, English, Arabic
