
EDUCAT ION
A S A D  U L L A H
A D M I N  O F F I C E R  / C O O R D I N A T O R
T O   A D M I N I S T R A T O R

F A T H E R  N A M E       :  Z A M A N  K H A N

D . O . B                            : 2 0 - 0 1 - 1 9 8 7

N I C                                 : 4 2 4 0 1 - 5 6 0 8 4 7 6 - 1

M A R I T A L  S T A T U S  :  M A R R I E D

P A S S P O R T  N O       : V C 4 1 0 4 7 6 1

D R I V I N G  L I C E N C E :    P A K I S T A N I  H T V  S A U D I  H T V

M O B I L E : + 9 2 - 3 4 6 2 2 8 9 5 6 0

E M A I L  :  S J S M A R T K H A N @ G M A I L . C O M

A D D R E S S :  H . N O .  A / 5 6  S T .  2  D O C K S  C O L O N Y

K E A M A R I  K A R A C H I

S A F E T Y  O F F I C E R  (  T W O  Y E A R  D I P L O M A )  

K A R A C H I  B O A R D  

I N T E R M E D I A T E  I N  C O M M E R C E  

K A R A C H I  B O A R D

M A T R I C U L A T I O N  C E R T I F I C A T E    I N  S C I E N C E

C O U R S E S  

U R D U

E N G L I S H

T U R K I S H

A R A B I C

P A S H T O

W O R K S H O P S  
F I R E  F I G H T I N G  S A F E T Y  H E L D  B Y U . S .  C O N S U L A T E

K A R A C H I .

R O A D  S A F E T Y  A W A R E N E S S  H E L D  B Y  A L B A Y R A K

W O R K S H O P  1   L A H O R E .

D E F E A T  D E N G U E  W I T H  C L E A N L I N E S S   A W A R N E S S  H E L D  B Y

A L B A Y R A K  A T  T O W N  H A L L  M A L L  R D  L A H O R E .

M A N U A L  S W E E P E R  S A F E T Y  A W A R E N E S S    H E L D  B Y

A L B A Y R A K  W O R K S H O P  2  L A H O R E .  

H O W  F I G H T  A G A I N S T  C O V I D  1 9  ,  H E L D  B Y  D R .  Z I A  U D D I N

H O S P I T A L  K E A M A R I  C A M P U S .

H O S P I T A L  M A N A G E M E N T ,  H E L D  B Y  D R  Z I A  U D D I N

H O S P I T A L   N O R T H  C A M P U S .

S T R E S S  M A N A G E M E N T    ,  H E L D  B Y  D R .  Z I A  U D D I N

H O S P I T A L  K E A M A R I  C A M P U S .

F E D E R A L  U N I V E R S I T Y  K A R A C H I  

G R A D U A T E  I N  I N T E R N A T I O N A L  R E L A T I O N S

C A R R Y I N G  E I G H T  Y E A R S  O F  A D M I N I S T R A T I O N  E X P E R I E N C E ,  I  A M
C U R R E N T L Y  L O O K I N G  F O R  A  F U L L - T I M E  P O S I T I O N  I N  A N
E N V I R O N M E N T  T H A T  O F F E R S  A  G R E A T E R  C H A L L E N G E , A N D

I N C R E A S E D  B E N E F I T  F O R  M Y  F A M I L Y ,  A N D  T H E  O P P O R T U N I T Y  T O
H E L P  T H E  C O M P A N Y  A D V A N C E  E F F I C I E N T L Y .

M S  O F F I C E

C O N T A C T

P E R S O N A L  D E T A I L

L A N G U A G E S
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Working as a ADMIN OFFICER  
Managing overall  operations of Administration Managing structures of working for
supervisors under the department of Administration. coordinator to general manager
administrator,  Professional Counselling is given to patients attendants regarding their
packages and their affordability.  Controlling OPD structures for the ease of patients.
Managing ER Dept.  (Resuscitation and Triage, Observation Unit,  Er Minor OT) Resolving
housekeeping, security,  maintenance issues all-around the hospital.  Applying and
managing discount management for patients.  Resolving issues of patients regarding Labs
and Radiology. Managing Ambulance and transport services of hospital for patients and
pharmacy supplies.  

D R  Z I A  U D  D I N  H O S P I T A L  K E A M A R I  C A M P U S  K A R A C H I
O C T - 2 0 1 7  T I L L  N O V - 2 0 2 1

Worked as a Administrative Assistant   at Pepsi (Al jomiah bottling plants)   Al-Riyadh Saudi
Arabia.
Managing and distributing information within an office.  This generally includes answering
phones, taking memos and maintaining files.   also be in charge of sending and receiving
correspondence, as well  as greeting clients and customers.

P E P S I  C O L A  I N T E R N A T I O N A L  

J U L Y  2 0 1 6  -  O C T  2 0 1 7

 W O R K  E X P E R I E N C E

Worked as Waiter/Cashier at Ramada plaza hotel Karachi.
worked with turkish airlines crows and their management as  customer relation
officer.

R A M A D A  P L A Z A  H O T E L  
F E B   2 0 0 9   -  M A R  2 0 1 2

Worked as Site Foreman at FMJV (American Consulate) Karachi.
Managing about 100 labours and their duty roaster,
following site manager and completing tasks.

F E M J Y  ( T U R K I S H  M U L T I N A T I O N A L  C O M P A N Y  

2 0 0 7 - F E B   2 0 0 9  

worked as a Asst.  SHIFT MANAGER   at Lahore  Pakistan,
coordinator to operations manager,
managing about 300 plus drivers and helpers and their duty roaster,
also managing 100 plus vehicles and other machinery and their maintenance,
completing task by given operation manager,
solving all  compliance about area /driver/operator and vehicle tracking.

A L B A Y R A K  W A S T E  M A N A G E M E N T  C O M P A N Y

J U L Y  2 0 1 2  -  M A Y  2 0 1 6
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R E F R E N C E S  W I L L  B E  F U R N I S H E D  U P O N  R E Q U E S T  


