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Seeking a challenging role as an operations manager where I can leverage my expertise in process improvement and team leadership to drive operational excellence and deliver exceptional results and leading and optimizing business operations. Committed to fostering a collaborative environment and implementing strategic initiatives to enhance efficiency, productivity, and customer satisfaction

Experience
	

09/2021 – till date
Operations Manager, Akhtar trading company Piplan

Responsible for planning, coordinating and optimizing daily operations to ensure efficiency. Collect transfer documents from suppliers, Make Bill of Entry (BOF) using “Flare software” Including inventory management and shipment verification.
· Packing list
· Invoice
· Delivery advice
· Execute the Freight Bill
Provide leadership to a team, handing over the Exit-Shipment documents and coordinate to drive performance and continuous improvement.



	2017 – 2021
Coordinator Admin, Pro-Active tfl london.

Highly organized in supporting office operations and calendar coordination. Following the inventory for supplies and skilled in document preparation and maintaining confidentiality. Adept at event planning and project coordination, ensuring tasks are prioritized and deadlines are met in operations. Committed to professionalism and delivering excellent customer services, screening phone calls and internal meetings.



2015 – 2017
Administrative Assistant, Pro-Active tfl london.

Managing various administrative tasks including filing, typing, coping, binding and scanning Scheduling and taking the administrative tasks while ensuring the timely completion Handling phone calls, welcoming guests and maintaining public relations and prioritizing tasks.






Education
	
 2016
MSC Hospitality MANAGEMENT, 
Cardiff Metropolitan University
United Kingdom.

	2013 - 2015
MBA international business, 
Cardiff Metropolitan University
United Kingdom.

2009- 2011
BA Hons business management, 
University of wales
United Kingdom.
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Skills
	Ability to manage multiple priorities in a deadline driven environment.
Eager to explore opportunities to create efficiency.
MS Excel
	Building and broaden client relationship.
Strong capacity to work in team and also independently.
Proficient in current and new office technology.
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